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Financial capability

V N

today.

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

Financial freedom
tomorrow.

Citi never sleeps’

citi’

© 2010 Citigroup Inc. Citi with Arc Design and Citi never sleeps are registered service marks of Citigroup Inc.
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==
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Certificate in Human Resources Management for NGOs

2011F2A 3R (RIBFREIR)
Objectives Characteristics

Effective Human Resources Management is one of the critical success * Responding to common HR issues of NGOs in the welfare sector.
factors in corporate management and governance of NGOs. Its function » Focusing on HR role to be performed by supervisors.

has been extended to a horizon that people management is a "must" * HR specialists are invited to be trainers.

for every staff member holding a supervisory/managerial position. HKCSS
Institute has organized the Certificate in HRM to facilitate supervisory Ta rget Participants

and managerial staff to:
* The full programme is designed for NGO staff at managerial or

supervisory levels.
* Individual sessions are suitable for both Centre Supervisors, Service

* strengthen the HR knowledge required in effective people management
in the organization;

* enhance the skills required in managing people management related
issues: Managers or management staff who are interested in the topic.

* understand the complimentary role of supervisors in achieving efficient

and effective people management with the HR department.

Course Details

Date: 8,15 &22 Feb, I,8, 15 & 22 March 201 | (Tuesdays)

Time: 0930 -1700

Venue: Room 202, 2/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Medium: Cantonese (supplemented with English)

Class size: 30

Fees: Each Session

Early bird price for staff of HKCSS Agency Member $700

Staff of HKCSS Agency Member $770

Non Agency Member $850

Early Bird Day: Two weeks before course starts

Trainers

Mr Lai Kam-tong, F.I.H.R.M (HK), M.HKloD R{EX 5% (Sessions 1, 2, 5-7)
Independent Human Resources Consultant

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.

Mr Hillman Chung $E£73 %% (Session 3)

Independent Human Resources Consultant

Hillman Chung has more than 23 working experience in Human Resources and Consulting field. He has assumed human
resources leadership in different business natures such as hotel, food and beverage operations, estate management, transportation
services and resort establishment. Hillman holds a Master degree in Human Resources Management from University of Surrey.
He has been a licensed Trainer of a series of programs under an American Consulting Firm and accredited practitioner of
the Myers-Briggs Type Indicator (MBTI) ® Step | & |I.

Dr Michael Kwong BB{£ {18+ (Session 4)
DBA, MBA, FIIM, Mimgt, MCIM, MSIS, FISCM, MHKIM, EP, Dip.M, C.Mgr, B.A.(Hon)

Graduated from the University of Nottingham (U.K.), Dr Kwong has worked in various leading media corporations with
over |5 years' successful experience in sales and marketing field. Dr Kwong served as Executive Committee member of the
Chartered Institute of Marketing (HK branch) and Training Director of the Hong Kong Institute of Marketing. He is now a
training consultant specialized in Marketing, Selling, Negotiation and CRM and frequently invited to be trainer by corporations
and NGOs.

Course Structure

|
8 February
0930 - 1700

2
|5 February
0930 - 1700

3
22 February
0930 - 1700

4
| March
0930 - 1700

5
8 March
0930 - 1700

6
15 March
0930 - 1700

7
22 March
0930 - 1700

Certificates

Job Planning and Allocation Course Code: 10B-COI

* Mapping and Making of Job Ladder

» Effective Allocation and Delegation of Tasks

* Critical Success Factors in Job Allocation

» Conducting Job Evaluation and Measurement

Sourcing and Staffing Course Code: 10B-C02

* Effective Advertisement Writing
* Recruitment Practices

* Steps in Selection Process

* Interviewing Skills

Performance Appraisal Course Code: 10B-C03

* The techniques of developing a correct mindset - "win-win" in the performance appraisal

* The different stages of performance appraisal and their importance

* Practice the effective questioning, listening and giving feedback skill in order to achieve a meaningful appraisal
* Understand why the appraisee becomes difficult and learn how to deal with the situation

Coaching and Mentoring Course Code: 10B-C04

* Identifying, Planning and Making Coaching Opportunities

* Critical Steps of Coaching as an Effective Intervention

» Difficutt Coaching Situation: Conflict Preference and Resolution
* Mentoring On-going Progress

Employment Law Course Code: 10B-C05

* Employment Related Legislations
* Equal Opportunities
* Employee Relations Related Legislations

Employee Engagement Course Code: 10B-C06

* Employee Engagement: what, why and how?
* Handling Grievance and Disputes

* Role of HR and Line Managers

Rewards Management Course Code: 10B-C07

* Reward Program Design

* Evolution of Rewards and Benefits Management
* Surveys and Analysis

» Compensation and Performance Management

Enquiries

» "Certificates in Human Resource Management for NGOs" will be HKCSS Institute: 2876 2470

issued by the HKCSS Institute to students who have fully completed Website: www.hkess.org.hk/institute
any 4 sessions or above.

» Attendance Certificates will be issued to participants upon completion
of each individual whole session.

Supporting Organisation:

AHRM

FERANKRBF LS4

Hong Kong Institute of Human Resource Management
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Facilitation: Key to Effective Meeting
BREEE BN

Objectives
+ 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 feedbacks

Course Details

Course Code : 10B-04

Date : 10 January 201 | (Monday)

Time : 0930 - 1700 (6 hours)

Venue : Room 201, 2/F Duke of Windsor Social Service Building,
I'5 Hennessy Road, Wanchai, Hong Kong

Target Participants  : NGO managerial staff

Class size 30

Language 1 Cantonese (supplemented with English)

Fees : $850 (HKCSS Agency Member: $770; Enrollment received
on/before 24 December 2010: $700)

Enquiries 1 2876 2470 or emall institute@hkcss.org.hk

i B

RBErEL

DBA, MBA, FIIM, MImgt, MCIM,
MHKIM, RFP, DIP.M, C.Mgr,
B.A.(Hon)
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Trainer

Dr Philip Fung

Director, Houston Leadership
Training Center

Dr Fung has more than 20 years I
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




Crisis Management and Media Handling

et E T2 BB LR

Objectives
* Provide a quick review on the communication techniques to media
* Provide Knowledge to improve public image under turbulent conditions

Contents

* Major characteristics of Local Media Environment
* The PR Hierarchy of NGO

* Develop Communication Tactics

* Preparing to Meet the Media

* Winning Formula of ABC

* Role- the PIAO Hats

* The Golden Rule of the Message House
* Do's & Don'ts for Smart Spokesmen

* Case Study of Crisis Management

* Interviews Practices and Reviewss

Course Details

Course Code : 10B-05

Date : I5 February 201 | (Tuesday)

Time : 0930- 1700 (6 hrs)

Venue : Room 201, 2/F Duke of Windsor Social Service Building,
I5 Hennessy Road, Wanchai, Hong Kong

Language : Cantonese (supplemented with English)

Target Participants  : NGO managerial staff

Class size 30

Fees : $850 (HKCSS Agency Member Staff: $770; Enrollment received
on/before | February 201 I: $700)

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

Strategic Planning for NGOs
R RIE S

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?
2 Role of Facilitator and External Consultant
3. Planning to Plan: Preparation Work Prior to Strategic Planning
4. 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
5. 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 Details

Course Code : 10B-06
Date : 16 February 201 | (Wednesday)
Time : 0930 - 1700 (6 hours)
Venue : Room 201, 2/F Duke of Windsor Social Service Building,
I5 Hennessy Road, Wanchai, Hong Kong
Target Participants  : NGO Managerial Staff
Class size 30
Language : Cantonese (supplemented with English)
Fees : $850 (HKCSS Agency Member: $770; Enrollment received

on/before 2 February 201 1: $700)
Enquiries : 28762470 or emall institute@hkcss.org.hk

Trainer

Mr Lee Kam Hung ZF it £ &
Publisher

Christian Times

A veteran journalist for more than 30
years, Mr Lee has been involved in the print media,
radio and TV public affairs programme production. Mr
Lee is now Publisher of Christian Times (EE %
IR )and co-host of daily radio news programme
"Morning News"(¥7 X t#th)produced by RTHK. He is
also the part-time lecturer of the EMBA Programme
of The City University of Hong Kong. Senior associate
consultant and key speaker of Public Communication
Strategic Consultancy Ltd.

Trainer

Dr Philip Fung

Director, Houston Leadership
Training Center

Dr Fung has more than 20 years [JZ 4 J
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.

EERERYE - REERENERDH

Quality Customer Service - Handle Counter Service & Telephone Enquiries
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Coaching: Enneagram Approach to Optimize Staff's Potential
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Application Guidelines
H}RaAM

1. Applicants should complete the appropriate application form and submit with a crossed cheque payable to "The Hong Kong Council
of Social Service". Applicants who enroll for more than one activity/course should issue a separate cheque for each activity/course.
Please verify right payment for the required fee. Incomplete application form or wrong payment will not be processed.
HEEAEZAERE  ERN [FELERBEE | HECAGXR  BFARFER - WREBE—EEE/HRE  FIHIR - £5
EERHNERER  ERF2NBRERIAZIROTZE

2. Activities of the HKCSS Institute are specially catered for HKCSS Agency Members. Early bird discount is subject to the application
period of each course.

HKCSS Institute RIZE R BT EMR - [RPEBEEE] A2 ZERRENHEEAM -

3. Applicants are normally processed on a first-come-first-serve basis. Application result will be notified through email prior to the
activity/course commencement. Please contact the Institute if you do not receive any notification one week before the activity/course
starts (Tel: 2876 2470).

Zi—RU [£EEE] FRNEREEHRERE - AFHERENEDRABIKEREY - RFEEETITH/MAR-EBFNRKEEMELD -
FEEREP B4R (B S 2876 2470) ©

4. Unless otherwise stated, the closing date for application is two weeks before the commencement of the activity/course. Late
applications will only be considered if there are vacancies.

BRETEEN  AEEBMEYEARIMEMBILRE - BEHRE  BPRFESTSREEEEE -

5. For award-bearing and professional programme, applicants will normally go through selection process. Please refer to specific
programme descriptions for entry requirements. Admissions are subject to the selection criteria and availability of seats. Applicants
meeting the minimum admission requirements are not guaranteed successful applications.

REERESZERRREERE  —RACBHERF - F2HANRENEN T BERISRGRS - MEBREEFREERREHEN
B FEERERIAFE B TRILEHREUEE ©

6. Except for special occasions and subject to the approval from the Institute on individual cases, applicant cannot change to another
programme, fees and seats of activities also cannot be transferred from one applicant to another upon acceptance of application.
Fees paid are not refundable for withdrawal or absence from the enrolled programme.

—EWE > REETSEREMIBRE  BARESETTEERMA - ERFFETREIRERE  CARZBEETERE - HERE
HER - BRASHERE -

7. The Institute reserves the right to make any change to the activity/course when necessary. The Institute also reserves the right to
cancel an activity/course owing to insufficient enrollment or other special occasions, and to notify the applicants via email. Programme
fee will be refunded in such case.

WERE  BRABSEHMREARRZHFELHRE - BRTREER  DEH/MREAGTEREMBRIERSEHZTR/MRE - LUE
BBHREE  RBRZHE  FEESEREZIDIRENER -

8. The personal data provided on application forms are used by the Institute only for enroliment and administration purposes. Under
the provision of the Personal Data (Privacy) Ordinance, applicants have the rights to request access to and make correction of their
personal data. Applicants wishing to make amendments on personal data should submit written requests to the Institute by email
to institute@hkcss.org.hk.

RERFREINEAER  AHERAFEERERELEKEHFESE - REAAERERRE  FEEAREAREXHBEAESR -
HEEUIMEREAER  FUBEAXNREFRE - WEBZinstitute@hkcess.org.hk ©

ﬁ% HKCSS X

ERNEREHE Institutex

The Hong Kong Council of Social Service raining and Resource Institute for NGOs

Application for Seminar, Forum & Course
E}Fﬁ‘ g N %ﬁ@&%&iﬁgﬁm (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.
[ERZ A ] ATRH £ T Hwww.hkcss.org.hk/institute » A% @ FFEUR T EREBEABTRERG -

1. Application for Seminar, Forum & Course #:f& - BE M R2RS

Course Code Programme Title Fee Cheque No.*
e TEENERE 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 2011".

RATEEE A LERIE 2 SERTHRIER [1H o IEEEBIES R @RI 2011 ZBAFAR -

TN NARERRHE

2. Personal Particulars @A &}

Title 3  OMrsed OMs Ak OMsizEt OMiss /B [ Other HAth ( )
Family Name Name in Chinese
E:<34 <3 VN [N N N N N NN AN I [N A N A SO N B4 =
(as shown on HKID card 21288178 BT T)
Given Name
v =2= 3 N NN N N N N A ) A S N A |

Organization

HEEE

Job Title

Bz

Contact No. E-mail
4% ER EEl

(for Application Result & Course notice #4422 R ;R I MIAGX T 11 EH)
Correspondence Address

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

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

3. Declarations ##j

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

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
RARBMAAEEEAR  KABEFERN ) LRIESIREKA -

3. | have noted, understood and agreed the content of the "Application Guidelines".

RACHEH - HAYEZE [HEEM] NEHRE -

Cheque payable to: The Hong Kong Council of Social Service

X RRHE EBLFRBHE

Address: HKCSS Institute, Room 101, 1/F, Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
3t BREFHEFEI1SHBS ABHERBE AE112101ZE HKCSS Institute

Enquiry: TelEE 55: 2876 2470 / 2876 2454  Fax{HE: 2876 2485

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

Signature & Date BEA






