The Hong Kong Council of Social Service
BEHERBGEHE
HKCSS Institute

Room 1109, Duke of Windsor Social Service Building
15 Hennessy Road, Wanchai, Hong Kong
EREFHESBEISNESABHERBAEI09E
Opening Hours : Monday - Friday  9:00 am - 5:30 pm
AR : EF—Z28 LFARETFERZ=TS

Tel No. E&ESRES : 2876-2470
Fax No. {FE 35 : 2864-2991
Email EEHHE : institute@hkcss.org.hk

Website #8t  : www.hkcss.org.hk/institute

ERENEREME

The Hong Kong Council of Social Service

www.hkcss.org.hk

®

printed with
vegetable oil ink

HKCSS %

INS

VJE
fitute o

Enhancing Professionalism

A Training and Resource Institute for NGOs Promoting Competencies

-4

&= o 4
" Fs

SRR

Behie
I8 RAERS

RAHNHATEERY

i

./ Professor Jobn L eon;

P 4
IR Y. G o

" ‘. y 2 R
."‘_ e
TSaSLE A

SEFIEE B8RRI
RELHRIZERR HERBHENASR
HRE - AR R SR

HR Forum for NGOs 2010
Talent Management - Sustainable Growth of An Organization

WEREEE ABERBEHTERE

RAKRTE BBNRBER

HERERBEAEEES B RGBSR ) \

HERBEEIALERHITRE HEREKBERLTES :I:

BREERNARLEERS RBARES TS HKE?

S HEHRES &K [HRBARERER | EXRT EEBNERERS

H‘EF)E N ?¥1$&JEE§Z$EM Iﬂfiﬁ The Hong Kong Council of Social Service



Financial capability
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Financial freedom

today. tomorrow.

Citi is committed to financial
capability worldwide.

Since 2004, Citi and the Citi Foundation
have supported financial capability
programs and organizations in over
73 countries and contributed more than
$167 million to these efforts - because
financial information and access can
help everyone make the most of their

money and their lives.

financialcapability.citi.com

Citi never sleeps’

citi
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HR Forum for NGOs 2010

Talent Management - Sustainable Growth of An Organization

it FRFBRIBA HEFEHATE2010

20 August 2010

Introduction

More and more companies come to realize that their
employees' talents and skills drive their organization success.
Retention programmes thus play vital role to retain their
valuable talents. An effective talent management system,
including retention programmes, must be incorporated
into organization's strategy and implemented in daily
processes throughout the organization as a whole. It's not
only HR department's duty but also line managers' duty.

Talent management includes identification, training and
development, performance management, retention,
promotion and transition. It needs time for organizations
to train and nurture talents. The earlier the organization
executes the exercise, the higher your chances of continued
success. This HR Forum for NGOs 2010 will provide vivid
examples on talent management from well know
organization and companies in public sector, public utilities
and retail services.

Details:

Code : |0A-HRForum

Date @ 20 August 2010 (Friday)

Time : 415 - 17:15 (Registration starts at 14:00)

Venue : Auditorium, |/F Duke of Windsor Social Service
Building, I 5 Hennessy Road, Wan Chai,
Hong Kong

Medium : Cantonese

Target : Agency Heads, HR Professionals,
Department Heads, Centre-in-charge and
Managers of NGOs

Fees 1 $120

Early Bird Discount (For HKCSS Agency only) :

* $80 per person or $50 for 2 or above persons enrolling
together on or before 6 August 2010

Method of Registration :

« Please fax the completed Application Form to
2864 2991. Then send it together with a crossed-
cheque made payable to "The Hong Kong Council of
Social Service" to Room 1109, I'l/F, The Duke of
Windsor Social Service Building, |5 Hennessy Road,
Wanchai, Hong Kong.

* Notification of confirmation will be sent via email one
week before the event date. Please contact HKCSS
Institute if you do not receive any notification.

Enquiry : 2876 2470 or institute@hkcss.org.hk

Organiser: Supporting Organization:
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14:15-14:30

Session 1
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15:20-15:35
Session 2

15:35-16:00

Session 3

16:25-16:50

16:50-17:15
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Programme

Welcome Remarks
Ms Christine Fang, A4 &+
Chief Executive, The Hong Kong Council of Social Service

Mr Francis Mok Gar-lon, F..LH.R.M. (HK) ERXB %%
President, Hong Kong Institute of Human Resource Management

Nurturing the Talents

Identifying Talents and Developing Competencies
Mr Lai Kam-tong, F.I.H.R.M (HK), M.HKloD &%kt 4
Managing Director, Tricor Human Capital

In his thirty-seven-year career as an HR professional, Mr Lai has gained extensive experience and thorough understanding
on human resources management strategy, performance, reward management and succession planning. Prior to his current
role, he was the Group Human Resources Manager of CLP Holdings, Ltd., the parent company of the China Light & Power
Group, managing the Group's remuneration and benefits policies, as well as its HR information system.

Training and Development in Grooming Public Sector Leaders
Mr Francis Wong & E %4
Cluster General Manager, Human Resources, Hospital Authority

MrWong is now taking care of the HR functions for 7 hospitals which employ around 9,000 staff. Prior to with Hospital
Authority, he has been associated with local and multinational conglomerates in transport, retail, high-tech and electronics
sectors. In 1995, he built and operated at that time the biggest in-door children amusement centre in South China in
Guangzhou. He has also taught in City Polytechnics of Hong Kong and provided management consultancy to leading local
corporations.

Networking Break
Succession Planning and Future Development of an Organization

Succession Plans in Diversified Retail Service
Ms Julita Leung R#&EL+
Former HR Director, North Asia, The Dairy Farm Group

Educated in United States, Ms Leung has extensive corporate and field experience in Asia Pacific, the Americas, Middle East,
and Europe as well as most recently in Greater China and North Asia. Prior to joining Dairy Farm North Asia, Julita was
the HR Director for North Asia & Business Partnering of Sun Microsystems, overseeing wider HR functions such as talent
management, leadership development, change management and organization development in Greater China, Korea and Japan.

Management Development to Meet Organization's Future Development and Expansion
Mr Francis Mok Gar-lon, F.I.LH.R.M.(HK) ER @5t £

President, Hong Kong Institute of Human Resource Management
Group HR Director, Jebsen & Co. Ltd.

Mr Francis Mok is a seasoned HR professional, with experiences covering strategic human resource management, performance
management, employee engagement as well as talent selection and development. Mr Mok is currently the Group HR Director
of Jebsen & Co. Ltd, and is responsible for managing the Group's human resources management, human capital and leadership
development, talent management and Corporate Social Responsibility in Hong Kong and the mainland China. Prior to his
career in professional human resources management, Mr Mok had extensive experience in managing frontline and engineering
operation.

Attempts of the NGO Sector in Management of Talents
A Case Study - Executive Development Programme of Hong Kong Red Cross

Mr Chan Kai Ming FER B 5t &
Secretary General, Hong Kong Red Cross

Mr Chan is an experienced Registered Social Worker with over 30 years of service in both frontline and management levels.
He has heavily involved in the reform of performance management system, pay structure, fundraising and strategic planning
in his Agency. Besides social work, Mr Chan also acquired formal qualifications in town planning, social service management,
public relations and communications, knowledge management, and attended the Executive Education Programme in strategic
perspectives for nonprofit management of the Harvard Business School.

Open Forum and Q & A
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Facilitation: Key to Effective Meeting
BREEGHNRT

Objective

* To equip facilitation skills to capitalize on the collective wisdom and creativity of people

» To master facilitation process to meet meeting objectives

Contents

* Benefits of facilitation over traditional meeting skills

* Role and key tasks of a facilitator

* Six key competencies a facilitator need

* Four stages of facilitation

* Facilitators toolkit-pick the right facilitation framework
* Intensive practice and feedback

Course Details

Course Code
Date

Time

Venue:

10A-03

3 August 2010 (Tuesday)

09:30 - 17:00 (6 hours)

Room 202, 2/F Duke of Windsor Social Service Building,
|5 Hennessy Road, Wanchai, Hong Kong

Target Participants : NGO managerial staff

Class size
Language
Fees

Enquiry

30
Cantonese (supplemented with English)

$850 (HKCSS Agency Member: $770; Enroliment received

on/before 20 July 2010: $700)
2876 2470 or institute@hkess.orghk
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Trainer

Dr Philip Fung

Director, Houston Leadership
Training Center

Dr Fung has more than 20 years e
experience in human resources management and
management development, now being an independent
management consultant. Dr Fung is very active in social
services, being committee member of Heep Hong Society
and the Advisory Committee on Social Work Training
and Manpower Planning of the Government of HKSAR.
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Strategic Planning for NGOs
R R RS

Introduction

Strategic planning is a systematic process for making decisions and managing work to guide
an organization towards its desired outcomes. For NGOs, it helps the organization to focus
its attention on the crucial issues and challenges. By focusing on these issues, NGOs can
fulfill its mission with maximum efficiency and impact.

Contents
* Who should be involved in strategic planning and their level of involvement?
* Role of Facilitator and External Consultant
* Planning to Plan: Preparation Work Prior to Strategic Planning
* Strategic Tools: Concept and Application

- Mission and Vision Statement Review

- Core Values and Organizational Culture

- Scenario Analysis

- SWOT Analysis

- Competitor and Alliance Analysis

- Critical Issues Facing the Organization
* Implementation and Monitoring

- How to Write Up the Strategic Plan and Operating Plan

- How to Communicate the Strategic Plan

- How to Manage the Change and Impact on People

- How to Monitor the Progress and Measure the Results

Course Detalils

Course Code : |10A-05

Date : 27 July 2010 (Tuesday)

Time : 09:30 - 17:00 (6 hrs)

Venue 1 Room 202, 2/F Duke of Windsor Social Service Building,
I5 Hennessy Road, Wanchai, Hong Kong

Language 1 Cantonese (supplemented with English)

Target Participants NGO Managerial Staff

Class size 30

Fees : $850 (HKCSS Agency Member: $770; Enrollment received
on/before |3 July 2010: $700)

Enquiry 1 28762470 or institute@hkess.org.hk

A0 . ARNA L bRy

ZMAE - B - 2B

Trainer

Dr Philip Fung

Director, Houston Leadership
Training Center

experience in human resources management and
management development, now being an independent
management consultant. Dr Fung is very active in social
services, being committee member of Heep Hong Society
and the Advisory Committee on Social Work Training
and Manpower Planning of the Government of HKSAR.

Guest Speaker

Ms Carrie Lau

Human Resources Manager,
Heep Hong Society

To cope with the social welfare reform,
Carrie has been a core member of the strategic planning
team in the past 6 years at Heep Hong Society,
implementing organization restructure and streamlining
processes.

Cost-Saving and Efficiency Enhancement through Rapid Process Improvement
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English Made Easy for NGO Staff
HERBERIANEBRIRIE

Contents

The course teaches simple guidelines on how to write effective correspondence in the
English language. It is particularly suited to non-native speakers who find it difficult to create
messages, without copying previous examples. The course focuses on the use of accurate
Plain English where 'making yourself understood' is more important than impressing your
reader with unfamiliar words and complex grammar. The course covers:

Part |

. Good and Bad Habits

~Noyon bW N —

. Page Layout and Message Organization
. Headings that Point The Way

. Opening and Closing Paragraphs

. Tone and the Passive Voice

. Familiar Words and Grammar

Part Il

I. Enquiry Letters (including replies)

2. Complaint Letters (including replies)
3. Promotion Letters

4. Memos and E-mails

5. Applications and Reference Letters
6. Press Releases

. The Need to Edit Your Writing

Textbook: Business English Made Easy
Note: Participants will be expected to submit sample work for critique and improvement.

Course Details
Course Code
Date

Time

Venue

Language
Target Participants
Class size

(Textbook inclusive)

Enquiry
Remark

0A-07

28 Jul, 4, I'l, 18 & 25 Aug, | Sept 2010 (Wednesdays)
14:00 - 17:00 (3 hrs)

Room 103, I/F Duke of Windsor Social Service Building, 15
Hennessy Road, Wanchai, Hong Kong

English

NGO staff

30

$2100 (HKCSS Agency Member Staff: $1900;
Enroliment received on/before 4 July 2010: $1750)
2876 2478 or institute@hkcss.org.hk

Applicants should be matriculants.

Trainer
Mr Frank Murdoch

Mr Frank Murdoch has a rich background
in management and as a professional writer;
and lived in five countries before coming
to Hong Kong in 1972. Since the 1990s he has delwvered
training programmes in workplace English for The British
Council, Hong Kong Government, Hong Kong University
SPACE and many leading business enterprises. His specific
emphasis is on how working people can use their own
knowledge of people to people communication to craft
active and effective written correspondence. He is the
author of the textbook, Business English Made Easy.
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Social Research Methods

BT

Objectives:

* Define the research designs and methodologies suitable for different
research aims

* Employ the appropriate sampling and data collection methods

* Design questionnaires and refine them using the pilot test process

Course Qutline:

I. Overview of Research Process
* Principles of Social Research
» Conceptualization of Research Study - Defining the Appropriate
Research Questions and Hypotheses for Policy Use

2. Research Designs
* Overview of Qualitative Research: Focus Group Interviews and
Analyzing and Interpreting Qualitative Data
» Overview of Quantitative Research: Survey Research: Primary
versus Secondary Data and Time Frame

3. Sampling & Data Collection
» Sampling Methods
» Overview of Survey Methodologies

4. Questionnaire Design
* Questionnaire Construction
* The Pilot Test Process

BALRERIIR

Course Details:

Course Code : [0OA-PEI9

Date 21118 & 25 August 2010 (Wednesday)

Time 1 14:00 - 17:00 (Total: 9 hours)

Venue :Room 201, 2/F Duke of Windsor Social Service

Building, 15 Hennessy Road, Wanchai, Hong Kong
Target Participants : NGO staff

Class size 130

Language : Cantonese (supplemented with English)

Fee :$1,100 (HKCSS Agency Member: $990;
Enrollment received on/before 28 July 2010: $890)

Enquiry 12876 2470 or email institute@hkcss.org.hk

Trainers:

Mr Anthony Wong

Chief Research Officer,

The Hong Kong Council of Social Service

MrWong has over 10 years solid research experiences
in the field of social service, education, and social
development. Trained as a social worker though, he
has strong interest and knowledge in social theory
and research methodology. He received an M.Phil in Social Science |3
years ago. He joined the Council in 1998 as a Research Officer. In 1999-
2000, he helped construct the Council's well-known Social Development
Index (SDI). Since January 2010, he has been serving as a part-time
member of Central Policy Unit of the Government of HKSAR.
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Application for Seminar, Forum & Course
E}I:%-‘ § N %ﬁ@&%ﬁiﬁgﬁm (Photocopies are acceptable #52 EJ§ZAX)

Application Guidelines can be downloaded at www.hkcss.org.hk/institute. After reading, please complete "Personal
Particulars" in ENGLISH BLOCK LETTERS.
[$RBZ A ] AT £ T Hwww.hkcss.org.hk/institute - A% @ FUREREETEAERIEZRMD ©

1. Application for Seminar, Forum & Course #sf& - BE M R2HRS

Course Code Programme Title Fee Cheque No.*

Bk EBEE 28 EELA

* Please issue one cheque for each course.z5 A —iRk X B [ —{ERIE

[] 1 DO NOT want to record the hour-points of the above course(s) in the "HKCSS - Citi Continuous Learning
Recognition Scheme 2010".

RATEEE LA LERIE 2 SERTHRIER [1H o IEEEBIES R @2 2010] 2BAFAR -

TN NARERRHE

2. Personal Particulars @A &}

Title 3  OMrsed OMs Ak OMsizE OMiss /B [ Other HAth ( )
Family Name Name in Chinese
wI MR [ ) AR
(as shown on HKID card 2128817 85T T)
Given Name
E a2 I I AN N N N N N I A A A A S S S ) I A A ) A |

Organization

SR

Job Title

Bz

Contact No. E-mail

(for Application Result & Course notice #5452 ] 2R EE 18 AR 1T 1t BB D)
Correspondence Address

B
Education Level Form 5 Form 7/Post-Secondary Degree Master or above  Other
BERE Oda  Oet/FE 02+ [O\tsAL CIHEA

| want to obtain the next Prospectus. Fk#8 ZEN T HAsRF2F M  []VYes, please send to the above address 2 & ;&5 {f Lifithiit [INo &

3. Declarations ##78

1. 1 declare that all information given in this application form is, to my best knowledge, accurate and complete.

RABERBFRZABER - RAEAFH - YBRERIERE -

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
FARZWNAARIEAE - AAEETFERHO—I) LRIESIRSKRL -
3. I have noted, understood and agreed the content of the "Application Guidelines".

AACHEH - HAYEZE [HEEM] NEHRE -

Cheque payable to:  The Hong Kong Council of Social Service

X ERE EBULFRBHE

Address: HKCSS Institute, Room 1109, 11/F, Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
3k BREFHEFEISHBES ABHERBAE1181109F HKCSS Institute

Enquiry: TelZ5E: 2876 2470 Fax{&E: 2864 2991

EH# E-mail BE: institute@hkcss.org.hk

Signature HE Date BEA






