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# 6.10: FHEHEEER

AR B
[ :HI'I .

1981

1086

1691

19906

-0.0203
-0.0220

-0.0198
-0.0250

-0.0135

-0.0233

-0.0008

-0.0148

# 6.11: T HEBeE] R

(LRSS NN
R UEET TSN

1851
-4

0.0138
0.0137

0.0130
00132

0.0012
Anya

00017

s
T i N A

1086
i

B

00158
0.0154

0.01¢2

0.0203

-0.0033

Apan
D.a0o3e

R 4N
TN

1091
i

s

0.010¢
0.0116

0.0123
0.0137

-0.0014

-0.0021

N E
(R RN

1896
x

¢.0L10
0.0113

0.0113
0.0128

s
-0.0003

0.0015

# 6.12: BRI AERTHE

FENE
=7

oS PRAL

F o[ RYPRAL

Fisdz 2 22

1951

0.0923
0.2569

0.3527

Q5.3
(73.7%)

(100.0%)

00482 (15.1%)
02705 (84.9%)
03187 (100.0%)

Fi
CIL o2
AR PRaL

Fsir 2 2%

1901

1696

-0.0021
0.303=
03013

(0.7%)
(100.7%)
(100.0%)

-0.0167
02066
0.279¢

(-6.0%)
(106.0%)
(100.0%)

FE N

L
o[ TR AL
o S TRAL (s

BEt N

1951

1056

0.0910
0.2563

03273

(25.2%)
(73.8%)

(100.0%)

00368  (19.0%)
02417 (81.0%)

02083 (100.0%3)

=7
GIL 2
f ol R¥PRAL

P25

1981

1096

0.0145
0.2369
0.254=

(5.
(4.3%)

{100.0%)

Fg DAY

00047 (-1.8%)
01711 (102.8%)
01664 (100.0%)
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= 613 :EBEBESE
(s
Year 1931 1936
Foyc = i EH = EY
WiEE:  iEf
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8 01512 01096 0324 01219| 01746 01145 0278
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IBEET (EA B 01645 01720 01486 01351| 01748 01813 01645
T8 - SR 05430 05654 05033 06002 | 04608 03105 03796
ey ) B 00015 00020 00005 00001 | 00058 00072 00038
£ 1991 1995
Foa 4 L] i =8 B i
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e TR ) B 00265 00588 00281 00593 | 0044 00913 003512
W) R 01549 01555 01540 01765| 01886 01841 91501
8 01831 00853 03141  01060| 01874 00968 03120
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8 01522 01090 032270 01198 | 01791 01161 02851
Ml B 00562 00674 00245 0O61T| 00802 00719 00647
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T8 - SR 05441 05675 05020 05880 04804 03157 03013
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T 01548 01508 014612 018%S| 00811 00780 02096
-] 01914 00860 03508 01104| 02026 00988 03393
e ) B 00232 00333 005%0  00330| 00408 00388 0060
IRRT (EA B 02128 02361 01789 02235| 02230 02372 02003
T8 - SR ENT 03525 04275 0333 03824 02601 03580 01094
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= 6.14: FBRERE T EIMAE R E

= {5 1981 1986
f?{@J\ aE TaE B2E TaE
0.2780 (78.8%)| 02760 (79.5%)| 0.2729 (85.6%)| 0.2631 (88.1%)
A 0.0866 (24.5%)| 0.0862 (24.8%)| 0.0828 (26.0%)| 0.0831 (27.8%)
B 0.0034  (1.0%)| 00034 (1.0%) 00242 (7.6%)| 00261 (8.8%)
D -0.0153  (-4.3%)| -0.0183 (-5.3%)| -0.0611 (-19.2%)| -0.0738 (-24.7%)
st 0.3527 (100%)| 0.3473 (100%)| 0.3187 (100%)| 0.2985 (100%)
= 1991 1996
SHEA. g TaE 2k TaE
C 02550 (84.6%)| 02381 (93.6%)] 02197 (78.5%)| 0.1635 (98.3%)
A 0.0419 (13.9%) 0.0336 (13.2%)| 0.0472 (16.9%)| 0.0318 (19.1%)
B 00144  (-4.8%)| -0.0093 (-3.7%)| -0.0174 (-62%)| -0.0144 (-8.7%)
D 0.0188  (6.3%) -0.0080 (-3.1%)| 0.0304 (108%)| -0.0145 (-8.7%)
et 0.3013 (100%)| 0.2544 (100%)| 0.27990 (100%)| 0.1664 (100%)
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6. AU BB

# 6.15: 1981, 1986, 1991 J 19965 I AEIEF,
(15-64p32Fr R R MEFEIBEN)FERAR GREHE)

FEES: ) $IBUE (In Y)
1981 1986 1901 1996
e
6.6422 6.7543 7.7212 80754
(342.795) (572.667) (213.877)| (393.323)
o 7 0.0339 0.0375 0.0289 0.0282
(136.765) (128.818) (63.993)] (111.169),
1 -0.0006 -0.0006 -0.0005 -0.0005
(-135.273) (-118.296) (-61.206)| (-101.096),
i -0.2956 -0.2945 02795 | -0.1983
(-181.326) (-155.078) (-86.672)| (-106.332)
= 0.1425 0.1543 0.1492 0.1287
(68.606) (64.039) (37.393)]  (56.947)
PG S 0.0896 0.1202 0.1151 0.0876
(17471) (20.114) (11.235)]  (16.472)
sl -0.0971 -0.1451 -0.1444|  -0.1616
(-55.432) (-67.904) (-40.612)|  (-81.324)
FEMY B fTE A 0 0.8257 0.9927 0.8544 0.88353
(41.430) (77.842) (23.463)]  (43.062)
1y 5 ) 0.5326 0.7772 0.5808 0.6354
(27.554) (65.742) (16.155)  (31.096)
= 0.2016 0.4263 02251 0.2662
(10.521) (27.052) (6.282)| (13.079)
{E e A 0.1022 0.3390 0.1154 0.1564
(5.304) (29.003) (3.182) (7.607)
BBf5 T {EALD 0.0621 0.3092 0.0808 0.1471
(3.251) (27.264) (2.267) (7257
[ £ o ER -0.0112 0.1569 0.0104 0.1344
(-0.589) (14.008) (0.293) (6.638)]
F B ETE 0.0422 0.0563 0.0517 0.0562
(140.771) (156.651) (83.498)| (179.126)]
R"2 0.4039 0.4345 0.4468 0.4473
N 336662 283170 101510 347102
R IBDHEHESZ AR
Wi $hE A W
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6. 7ML RFE

: FEDE B IR AE R 5

1951 1986
0.0940 (32.4%) 0.0643 (25.4%)
0.1958 (67.6%) 0.1893 (74.6%)
0.2898 (100.0%) 0.2535 (100.0%)
g 1991 1996
e 0.0292 (12.9%) 0.0148 (9.7%
] frEE 0.1965 (87.1%) 0.1373 (90.3%)
T 7 =R 0.2257 (100.0%%) 0.1521 (100.0%)
fel St b
i 1951 1985
A] R R 0.0898 (31.0%) 0.0553 (21.9%)
] PR 0.2000 (69.0%) 0.1981 (78.1%)
0T 2 =R 0.2808 (100.0%) 0.2536 (100.0%)
i 1991 1005
a] RS 0.0494 (21.9%:) 0.0250 (16.4%)
FA] RS 0.1763 (78.1%) 0.1271 (83.6%)
Tl R AR 0.2257 (100.0%) 0.1521 (100.0%)
£ 6.19: FEHE B4 IR AZRZ 5
9H R e
i 1951 1985
a] BEER S 0.1064 (23.6%) 0.0801 (18.7%
] R 0.3443 (76.4%) 0.3491 (81.3%)
Tl 2L AR 0.4507 (100.0%) 0.4292 (100.0%)
£ 1991 1995
Al R R 0.0428 (10.9%) 0.0113 (4.2%)
ERC i R 0.3504 (89.1%) 0.2685 (95,89
0 2 =R 0.3032 (100.0%) 0.2799 (100.0%)
1951 1986
0.0800 (17.9%) 0.0556 (13.0%)
0.36098 (82.1%) 03736 (B7.0%)
04507 (100.0%) 0.4202 (100.0%)
1991 1996
0.0324 (8.2%) 0.0020 (0.7%
0.3608 (91.8%) 0.2779 (99.3%)
0.3932 (100.0%) 0.2799 (100.0%)

63




6. AU BB

b

F 6.210: 1951, 1986, 1991 E 19964k i A EES=T
(15-6dmEFEE . HEEAE ERE  5EHE)

}Mﬁﬁ&!ﬂ- 3]
k.

e

i

Vel
i
B
hig

VEH BT A B
LB N
R
i e ]
BRI (FLE

R

B2

T - ST

1951 1986
05725 12327 11365 1.4082
(234.332) (s8209|  (IELALO) (108310
0.0372 0.0345 00393 0.0376
(130.143) (128017 (84783 (117436
S4IEDM4 55104 4ME04 SMEM
113592y (-122580) (82056 (-103.408)
-0.1707 02130 01315 01906
(-02688)  (-120561)  (-60.668) (-01.044)
0.1481 0.1403 01521 015
(61 .956) (62,284 (57.208)  (57.39%)
0.0944 0.0908 01187 01143
(15.888) {16.345) (16.984)  (17.380)
-0.1704 01313 02383 01796
(-85.133) (69231 (-76.243)
0.8605 0.9355
(39.828) (67.963)
06745 0.8382
{32.189) (64.318)
0.2422 0.4126
(11.659) (32,530
0.0228 0.2002
(1081 {15.541)
00327 01654
(-1.579) (13.309)
00077 0.1078
(-0375) (8.728)
0.0823 0.3958 0.102 0.0605
(100.046) (146060  (205383) (152851
03164 0.3958 03270 04111
336682 3364662 BINT0 28370

HERh = B 84345 * eI fFEyes

64




6. 7ML RFE

# 6.21: DIRFEtE B WA ZE B2 4%

Ay
AR

0.2543 (100.0%)

T AL BN

1981 G R [ R Bl e

] PR 0.0892 (35.1%) 0.0549 (21.6%)
a] el i 0.1651 (64.9%) 0.1994 (78.4%)

0.2543 (100.0%)

1986

STARPRE S
] BEFE LA

I AR

GH D PR B AR
0.0328 (29.4%) 0.0049 (2.7%)
0.1269 (70.6%) 0.1748 (97.3%)
0.1797 (100.0%) 0.1797 (100.0%)
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S5 TIPSR SR 53 BISRATIE 1 RO R B o B )
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%E‘E e ‘J’EJ’# PPV PR IR B 1 o

7.1, PMED EYEEHPVESR

F T PR A O H PR T 2R K TR 1985 £ 2 1990 2 1996 £ [it
G - PIERST ARk o R RS A RNIVRIE T Y (- ) TR
s PR H P R T (R E (D) BT W ET R (2) ATEREIVRORE - )
5Y (Z) S I b RLER T RycpIp A 1R

£ U‘j%ﬁ%@? o IR P A IR I 35 PO R
(Z) -f o ANFTE RV R T B o A 7.1 B IR T R
1985 = [iv 0.77 fﬂ = 1996 F v 0.85- ') F Ef:%@p KRBT E IR S L2
R P Ao s 3 (JiR6.1) = L ¥ EF” R O @I
~) (111986 # [iv 0.76 FF] = 1996 iy 0.84

P 1985 1990 & IR IE L v BN LR PR o | UERVETTIE -
PR LR SR RIEN 1990 7 19 0.76 A = 1996 7 19 0.85 < #1996 F U
Ryt P R TR PR R o RGN P~ SR TR S
1970 = FERE B TRITRIFIPEE B - (R PPV Ry T oo B Thomaet f by - a5
i E PSP PR RIPER TR =BG Ry TR e B o

o 2y Ay lfFrJIJ%‘rE'E JPIPEESE MEAUBP s e Bl R (I b ) o e IR e
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7 BT PR IR B = PR pu PR

AN ﬂ%“'ﬁ SO e R - Ll AT -
e i p) Iﬁ% SRS o [ 1) e T (SRR LR AL
i POV e - 25 Ifkﬂrtm Al

B PO TSR A G W O D
(111985 & [V 0.76 L&Y PR 1996 F 1y 0.59 - lg]ﬁ?@[ SRR %{;@ﬁ[lgﬁlﬁi’ £
= T EARR AR | ET;J 11’}?{%%#1‘%‘@? RIUNEAR

Fd%mgﬁék SRR (1998) 7 > FiHE SIS e 1
TEBEN IR T T SERTY i 1007 R BRSO S R S
] SRR I 1997 UL TS 077 S
’fl[[iEpJ

L P PR T (I SIS i%"i[“ﬁﬁ
SIATRVESE SR IR R 2 IR T o FREY A S
HE) 245,800 € (S P PRI 5 GO = o) SIAE N i
T B EERA T ST Eiﬁ—f P fEp L ESsHrs * iy 61%pp 27| 83% o ML
LR 9T BRI FERTE F T ek s 0777 ¢

711 BEEFEURIED A

21980 [ o B AFEPICH PR G BUYRA] g SOEST o (TR
B[O > I #95g éﬁpﬂ R FHPVEN 1981 = 119990,365 ( i
HER SEEITY 41.2% ) H Béél 1996 F [iY 325, 068 (iﬁi’ AEEAY 10.5%) o [IRSEH
oy~ B SR -

Eadiiai b= SR R UG O S TR A S
B TR B[O 1T I A S B ST R [ T o 1981 F
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PHILIPS ELECTRONICS CHINA GROUP
TREFINF e Pl
JOB DESCRIPTION

B

Employee Name: PD/Dept./JV:
FiZ &7 - HISR ey -
Position Title:
Bk g
Prepared by: Date:
= FIE]

Name/Signature % €,/ 55"
Reviewed by: Date:
wer e FIEg -

(HR Department)

(* 12X

Name/Signature I+ £,/ 35%

Approved by: Date:
i v g e

(Div/Dept./JV Head)
(IR £ 2V )

Name/Signature §% ¢,/ 5%

JOB PURPOSE = (&eflfy
One sentence which summarizes the job’s purpose or role and why it exists in the organization.

I~ A (G £ 2 A ST

DIMENSION  ~ (&

(@) Number of subordinates i
- Direct  jfidg
- Indirect [ -

(b) Individual annual budget {f * & & FEr
- With direct influence 45 i
Sales target ﬁﬁj = ga
EXxpenses B J (Nature of expensesf| < [+ #T

Others * |%.

(c) Others (Please specify) I P
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NATURE & SCOPE T (e sl

() Organizational structure it
(Please attach an updated organization chart of your team g I i Frt i)

- Functionally reports to s e#: (Please specify position title ﬁ%ﬁ%ﬁﬂ?ﬁ;‘&@ #0)

- Operationally reports to & {i:

- Position title of subordinates ™ Tgjfiupk i+ £

(b) Background information TIRErE (Please describe the followings ﬁ%ﬁm‘}}ﬁ;j)

- Product/Service of your unltgz FFIF 3 il S5 2E

- Geographical coverage of the job — (EEI OB

(c) Work relationships ~ I’EF%TQ 5
- Internal contacts within Philips [

Departmentﬁﬂﬁﬂ Position titlem i+ ¢74 Purpose of contactsﬁ%,a FIfY

- External contacts with organizations outside Philips J} j %

Organizationfis ,[, Position title¥ i+ &7 Purpose of contacts ” BEF Y
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NATURE & SCOPE T (e sl

(d) Decision-making authority YR (e.g. approval limit, recommendation [ HF AL + )

(e) Major challenges/difficulties g <8ty i

(f) Job requirements — [k

- Academic/Professional qualification ??ﬁﬁfiéﬁ‘,

- Work experience — (=i

- Language ability R

- Frequency of travel 11z "% (times per annum = & 7 $5755)

- Computer literacy A

- Others #
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PRINCIPAL ACCOUNTABILITIES = EIE‘E‘}?}
(Should be between 4 and 8 items ranked in order of importance [AE1 oI {Hpy= S3[lipd= 1" Z7fi)

Accountabilities *Competence / Personal
B Attributes required
ﬁfr%’ﬂﬁ:/ flat * v

* Definition of Competence TR

The abilities, skills, attitudes and beliefs critical for successfully performing the
principal accountability generally described in behavioural terms.
T A PR R R T ﬁ&ﬁﬁm—ﬂ:—p SRS PRI 5
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PHILIPS ELECTRONICS CHINA GROUP

JOB GRADING SYSTEM

Introduction

One of Philips’ corporate directives is to recognise and value human resources
as its greatest resource. In order t motivate, retain and develop our human resources,
benchmarking against the world class companies in compensation and benefits practices
is one of the most important tasks of Corporate Human Resources. Systematic job
evaluation is the first essential step to establish these common references. Job
evaluation using the HAY methodology is the most widely used and accepted system
internationally, and has therefore been chosen to be the base of our grading system.

The Hay Job Evaluation Methodology

The term job evaluation refers to a formal procedure for hierarchically
determining a set of jobs or positions in accordance with their value or worth. The
Hay Method, after evaluating each job in terms of the following:-

e know-how - technical
- management
- human relations skills

e problem solving

thinking environment
- thinking challenge

e accountability - freedom to act
- magnitude
- impact

assigns numerical scores for each of these three factors which, when adds up, will form
the Hay score for the job. The structure of Philips Job Grading System is based on
these Hay scores resulting from the job evaluation exercise.

The Job Grades & Job Titles

It is our aim to establish a uniform job grade and job title structure for Philips
China which:

* isresponsive to demands of business
» stimulate and simplifies regional mobility and interchangeability
* is consistent with corporate guidelines

The new Job Grade and Job Title Structure has become effective from April 1,
1997.
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Specific salary ranges and benefits are established for each grade on the basis
of comprehensive market surveys to ensure our competitiveness in the employment
market. It is important to note that grades are associated with positions or jobs, not
persons. Moreover, grading for each job may change as its job contents vary in scope
and depth.

All staff should note that gradings and salary levels are confidential Company
information, disclosure of which without proper authorization may lead to disciplinary
actions. Please contact your department heads or Corporate Human Resources if you
need further clarification.
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JOB GRADE SYSTEM

B
JOB GRADE FUNCTION
ke j}ﬁ:
100 GENERAL MANAGEMENT
90 {‘?F“E?i'
80 MANAGERIAL / SPECIALIST
70 ﬁ,' / EJJ%:
60
50 PROFESSIONAL / SUPERVISORY
40 Eﬁ$f / E‘LEL'
30
20 GENERAL SUPPORT
10 — HEH
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Standard Setting Meeting

Standarss should be a continuing measure for monitoring acceptable progress
and should reflect the expectations of the Company as a whole. Standard Setting
Meetins are to determine and agree behaviours which demonstrate standards of
expected performance. They are to ensure that managers are applying a common
standrad and that people know what is expected of them. More detaled descriptions
require less judgement or interpretation when assessing people’s performance, but will
not replace the managerial role, which is to make judgements.

The standard performance is the performance that the Company expects the
majority of employees should meet time and again. Few would perform “consistently
above standard’ and conversely few should perform “consistently below standard’.

Before the meeting

The required outcome of the meetings is to establish agreed performance
measures and examples of behaviours which support Competencies. It is important
that managers understand their role in interpreting the Competencies in a way that is
meningful for their people. They must develop a view about what each of the
Competencies means to them and make a note of it. Then they need to think about
what the performance of these practices look like within their work environement.
There are “Positive’ and ‘Negative’ indicators for each of the Competencies available
with the form. The managers needs to bring them alive in their department, to enable
rating to be done effectively. The behaviours selected as evidence of performance
must be measurable.

During the meeting

At the meeting, managers must ensure that everyone has an agreed
understanding of the Competencies being examined. For each Competency, managers
swill identify what it means for the people in the unit. They should use example of a
few individuals who are known to ‘perform well’ and identify the behaviours these
individuals actually do in carrying out that practice to meet the reugired standard.
These behaviours will describe ‘Standard Performance’. Similarly, managers will
select a few individuals who perform a lot better than the required standard and describe
the behaviours that bring about the ‘Performance which is notably above standard’.
Finally they should consider individuals known to perform ineffectively and indentify
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the behavours and gaps which lead to ineffective performance. These behaviours or
gaps will describe ‘Performance which is notably below standard’.

Managers are advised to remember that the people they use as a benchmark
will probably vary from one Competency to another. The meeting is about being
objective. What contributes to that objectivity is using real examples of behaviour that
meets the standard by people that the group know. So, when any individual
consistently behaves as described, then that individual is performing at the required
standard. To identify how the behaviours will be measured, managers need to think
about how they are going to collect evidence, how often to collect it and what makes
valid data. They also need to agree on what “consistently’ means in this context.

After the meeting

Managers will make sure that their staff knows and understands the
Competencies and the required standards. They will need to manage the performance
of their people in a way that reflects their agreement at the standard setting meeting and
operate with a fair and consistent style.

Managers may never ignore unsatisfactory performance, and should instead
identify what is not working and give feedback in a positive manner to encourage
improvement. Conversely, they can always acknowledge and reinforce standard and
above standard performance. Managing one’s staff performance becomes part of the
day to day management activity. The staff will start to learn and improve because they
know what they are aiming for. Eventually, they will start to take responsibility for
themselves and check their own performance.

The main aim of managing performance is to improve outcomes, both now
and in the future.

Some ideas for performance measures

Customer/colleague feedback

Staff feedback

Staff turnover

The extent to which others seek out help and advice
Environmental

Complaints

Quality indicators

Timeliness
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Setting Key Results Areas

Key Result Areas (KRAS) are those job activities which are rolled down form
the top of the organisation and are considered Key Company Goals for the coming year.
As KRAs move deeper into the organisation they become less organisational in nature
and more personal.  So the important elements are:

e They are top down
e They re interpreted so that they are specific to an individual

e They all help to provide an integrated contribution to the Company

Before the meeting

Managers will make sure to have a copy of the top level KRAs and the KRAs
of all intermediate managers, so as to know and understand the top level KRAs and the
contribution of the managers in their line.  This enables managers to position their own
KRAs and therefore those of their staff against the wider Company perspective. Itisa
good idea to put them into a tabular form. The action plan will undoubtedly include
the contributions of their people and will need to be shared with them.

During the meeting

The meeting should take no more than 60 minutes. Managers will explain the
function of KRAs, i.e., to ensure the success of the Company by enabling all to focus on
KEY issues and to provide a clear picture of how each one contributes. Managers will
explain the Company KRAs for the coming year and how the Section/Department
KRAs contribute. Then, managers will discuss their own KRAs and objectives.
Under each of their KRAs, managers will ask each individual to identify their
contribution (KRA). This is a discussion allowing the individual to understand what is
required and show willingness to make it happen. Managers must ensure that the Key
Results Areas under discussion are owned by the individual. Once the individual
KRAs have been developed, a more detailed phase follows to develop the associated
objectives and identify what is going to be done, to what standard, under what
conditions and how it will be measured.

Standards should be set as a continuing measure for judging acceptable
progress and should reflect standards expected in the Company as a whole. Standards
should leave room for individual improvement in terms of: quantity, quality, timeliness
and cost.

Managers will write down the agreed KRAs, objectives, timing, quality and
measures and will check that the individual understands and agrees the content.
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Finally, the managers will produce an Action Plan and give the individual a
copy and keep a copy in their files. Managers will ensure that the individual leaves the
meeting in a positive frame of mind, and with a clear understanding of the expectation
in outcome terms.

After the meeting

Managers will make sure that they will carry their own agreed action points
and that the individual sees that happen. They will monitor the individual’s progress
against the Action Plan. And they will pay attention to any unsatisfactory
performance.

Behavioural Indicators

Behavioural indicators are objective and based on behaviours that may be
displayed by staff. The behaviours that reflect the core competencies and are used to
measure staff performance are divided into four sections: Personal Skills, Service
Delivery Skills, Managerial Skills and Supervisory Skills. Positive and negative
indicators are listed in the booklet for each sub-skill, and are meant to be neither
prescriptive nor exhaustive. Appraisers will need to balance what they see over a
period of time and look for consistency of behaviour.

Personal Skills

Warmth and friendliness: Using expressions and actions that demonstrate
care and interest for others.

Spontaneity: Responds naturally and without hesitation to others.
Reliability: Provides at least the minimum standard of service, every time.
Anticipation of needs: Understands and meets unstated needs.

Service Delivery

Teamwork: Enjoys working co-operatively with others.

Interactivity: Looks for and uses opportunities to learn from and respond to
others.

Interpersonal sensitivity: Aware of other people and environment and own
impact on these. Actions indicate a consideration for the feelings and needs of others
(but not to be confused with sympathy).

Listening: Able to pick out and respond to important information.
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Decisiveness: Ready to make decisions, state opinions, take action and
commit themselves.

Contribution to continuous improvement: Always looking to improve the
way things are done.

Stress tolerance: Maintains performance level under pressure.
Quality conscious: Ensures quality is delivered on time all the time.

Commitment: Belief in own job or role and its value to the organisation.
Makes the extra effort for the company, though may not always be in own self interest.
Setting of high goals or standards of performance for self, others and the organisation.
Dissatisfied with average performance.

Supervisory SKills

Coaching and motivating: Encourages and helps colleagues to achieve their
best.

Written and oral communication: Ability to express ideas orally or in
writing, in such a way as to be clearly understood.

Problem solving: Effectively identifies problems and offers solutions.

Resource allocation: Ensures the correct manpower and goods are in place
on time, every time.

Delegation: Effectively allocated decision making and other responsibilities.

Cost consciousness:  Considers the costs incurred at work and seeks ways to
work more cost effectively.

Managerial SKills

Leadership: Inspires real team spirit and shared vision, causing team to
follow his/her lead. Effective allocation of decision making and other responsibilities.

Planning and organising: Establishes and appropriate course of action for
self and/or others to accomplish a goal. Total task accomplishment through concern
for all areas involved.

Written and oral communication: Ability to express ideas orally or in
writing, in such a way as to be clearly understood. Ability to pick out important
information when listening.  Questioning and general reactions indicate ‘active’
listening. Sound and clear English.

People development: Develop the skills and competencies of the team
through training and development activities.

Problem analysis:  Effectiveness in seeking and evaluating pertinent
information, recognising important information and identifying courses of action. An
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unbiased, rational approach to find root causes and generate solutions.
Empowerment: Gives authority and responsibility to others.

Financial awareness: Considers financial implications when making big
decisions.

Progress Reviews Meetings

A Progress Review Meeting is any meeting that takes place between a
manager and an individual member of the team. This ranges from an informal
discussion at the work place through to a formal one-to-one meeting in private.

The key to good Performance Management is immediacy: feedback must be
given then and there, not stored up for the formal meeting. The formal meeting is to
review the incident and learn from it.

Before the meeting

Managers need to prepare for the meeting by reviewing notes of the previous
meting and ensure they have completed their own agreed actions from that meeting.
The meeting should have the following characteristics:

Consistent:  Each member of staff should experience a similar type of meeting
each time they meet with their manager.

Structured but relaxed: The meeting should have a structure but be flexible
and prepared to change the order or emphasis to allow for the
unexpected.

Open, two-way flow of information.

Aiming to encourage and acknowledge initiative.
Addressing any failure positively.

Honest and supportive.

Encouraging the individual to think and explore solutions.
Seeking agreement, not to impose.

During the meeting

The manger’s aim is to seek information, set targets, and measure achievements.
Their first task is to review their own action points from the last meeting, as well as
those of the individual being reviewed.  Reasons for non-achievement and
requirements for improvements need to be fully understood. Managers should find out
how the individuals think they are doing in performance terms and tell them their own
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views on their performance. They will then agree on how an individual can develop in
a particular area of concern. The managers will agree as to what they will do to
support their staff member. Then they will review the agreed action points and record
them. The agreed action plan will note specific actions and the date by which they
will be complete. This includes specification of how success will be measured and to
what standard. Meetings must never end on low note. Even after a poor assessment,
individuals should be helped to see the weakness from the perspective of their strengths.

After the meeting

Managers must make sure that they carry out their agreed action points and that
the individual sees that happen. They will also monitor the individuals’ progress
against the Action Plan.
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Some useful examples

through the

system quicker is a minimum of end
1500 per day December
199
Improve To increase load by end
(Seatfill) pax factor for ‘X’ route August 199
load factor by 5%
Reduction of To reduce the by end
errors number of double  September
seating errors at 199
check in
Improved To improve by end
communication Telephone September
techniques 199

KRA OBJECTIVE TIME RESOURCES STANDARD
OUTCOME FRAME
Invoices The number of  This will be The current There will be no

invoices processed achieved by account cost for increase in returned

the department

will not increase

above 2%

Within current
budget

Within current
budget

Increase in
budget not more
than 0.5% of
total spend on
training for the
department

invoices from the
current....

The average load
factor on xx route
will be y%

The number of
double seating
errors at check in
will be less than x

per 1000 pax

All calls answered
within three rings.
All messages taken
will include; date,
time of call, name
and number and the

nature of the call.
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Policy
1.1.

1.2.

1.3.

fFE& Vi
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A clear and consistent evaluation of employees is one of the most
effective management practices to help managers to achieve business
objectives.

A uniform and company wide performance appraisal system can improve
the quality of the performance assessment and provide objective and
comparable data that can be exchanged between the line managers and
Corporate Human Resources. It improves and facilities communication
regarding the performance of managers and employees. The system
also facilitates control of the performance appraisal process.

The procedures should provide benefits for all concerned:

1.3.1. Appraisees
Appraisees can participate in an increasingly open review process,
discuss with their appraisers about their performance and
objectives, and understand more clearly what our Company
expects of them.

1.3.2. Appraisers
Appraisers will have a sound basis in which to make performance
assessments and a helpful framework within which to discuss the
training and development needs of their appraisees. The
procedures enable appraisers to take into account the appraisees’
views on performance and objectives.

1.3.3. Company
Our company can achieve improved performance of employees.
The appraisal outcomes also form a sound basis for maangement
development.

Procedures

2.1.

Beginning-of-the-year

2.1.1. Corporate Human Resources will send blank Performance
Appraisal Forms to respective department heads.

2.1.2. The appraiser and the appraisee, before the end of the first quarter,
have to agree and record Part 1 of the form, i.e., “Performance
Against Key Areas of Responsibility” - the key areas of
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2.2.

2.3.

2.1.3.

2.14.

2.15.

responsibility that are ongoing and inherent in the position.
They will then define and set objectives (preferably four
objectives) under Part 3, i.e., “Performance Against Objectives
for Period under Review”. These objectives should be related to
priority projects / activities that are usually short-term in scope
but within the “key areas of responsibility”. The agreed
objectives are to be set in a “SMART” way:

Specific in area

Measurable and appropriate

Achievable and demanding

Relevant and realistic

Time-related (time-frame to be achieved)

Upon completion, the appraiser and the appraisee should initial at
the end of each part as a mutual understanding of what has been
agreed in the discussion.

The appraiser should keep the original Performance Appraisal
Form and give the appraisee a photocopy of the Form for
reference.

The appraiser should send a photocopy of the Form to the
Corporate Human Resources for record and reference.

During the Year

2.2.1.
2.2.2.

2.2.3.

New Hires (in the first week of reporting for duty)
New Hires (on completion of the probation period)

Transfer / Promotion

The appraiser and the appraisee (one calendar week before the
date of transfer / promotion) have to review and complete the
Performance Appraisal Form for the period covered and forward
the Form to Corporate Human Resources for future action.
Corporate  Human Resources will review the completed
Performance Appraisal Form and forward it to the appraisee’s
new appraiser together with a blank Performance Appraisal Form
that should be completed as described before.

Mid-year

2.3.1.

2.3.2.

Corporate Human Resources will send courtesy reminders to
respective department heads on/before mid-June for mid-year
performance review.

The appraiser and the appraisee should review and discuss
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2.4,

2.3.3.

2.3.4.

2.3.5.

performance and progress against the ‘key areas of responsibility’
under Part 1, “Performance Against Key Areas of
Responsibility”.

The appraiser should provide counselling or coaching when
necessary, review and discuss the objectives in Part 3,
“Performance Against Objectives for Period Under Review”, and
revise if necessary due to changes in internal and external
circumstances.

The appraiser will then record the agreed new or modified
objectives in Part 4, “New/Changed Objectives for Next Period”.

Any changes, additions or deletions of objectives recorded in the
Performance Appraisal Form should be copied to Corporate
Human Resource.

End of Year

24.1.

24.2.

Corporate Human Resource will inform respective department
heads the target date for year-end review of performance. The
appraiser should give the appriasee adequate time to prepare for
the appraisal discussion. The appraiser and the appraisee should
then separately complete the Forms as much as possible. The
appraiser will then arrange a review meeting with the appraisee in

private.

The appraiser will review the Performance Appraisal through
personal feedback, support and encouragement, by completing
parts 1-6 of the Form:

2.4.2.1. Part 1: PERFORMANCE AGAINST KEY AREAS OF
RESPONSIBILITY
The appraiser will comment on the results of the
appraisee’s achievements and performance against each
key result area and record them on the right hand side
under “Results and Comments”.

2.4.2.2. Part 2: PERSONAL EFFECTIVENESS IN THE JOB
The appraiser will give feedback on the strengths which
the appraisee brings to the job and examine limitations
which may require attention. The performance ratings
of personal effectiveness will be recorded on the right
hand side.

2.4.2.3. Part3: PERFORMANCE AGAINST OBJECTIVES
FOR PERIOD UNDER REVIEW

The appraiser and the appraisee will discuss and review

the reasons for success or failure and note any special
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2.4.3.

24.4.

2.4.5.

2.4.6.

24.7.

2.4.8.

achievement not originally planned on the right hand
side of this part.

2.4.2.4. Part 4. NEW/CHANGED OBJECTVIES FOR NEXT
PERIOD
The appraiser and the appraisee will discuss, agree and
record new objectives for next period in this part.

2.4.2.5. Part5: OVERALL VIEW OF PERFORMANCE
This is for recording the overall performance rating and
the assessment in terms of the trend in performance.

2.4.2.6. Part6: APPRAISAL OUTCOME

The appraiser and the appraisee will discuss issues with
regard to constraints to effective performance. They
will review the required supporting actions to achieve
next year’s objectives. They will discuss the areas for
improvement and jointly develop improvement actions,
training and career development opportunities. The
training plan for the coming year and any differences of
opinion will then be recorded.

The final version of the Form will be completed and signed by
both the appraiser and the appraisee with the date at the end of
the discussion.

The appraiser should forward the completed Form to the next
higher level for endorsement.

After obtaining the higher level’s signature, the appraiser should
take two photocopies for following-up, one for the appraisee and
another for the appraiser.

The completed and signed original Performance Appraisal Form
should be forwarded by the appraiser to Corporate Human
Resources on or before the target date prescribed.

Corporate  Human Resources will process the completed
Performance Appraisal Forms for respective actions:

salary

bonus

transfer

promotion

placement, etc.

Corporate Human Resources will also review the area of
“Training for Improvement and Career Development” and
structure training and development programmes to meet the
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2.4.9.

generic needs wherever possible.

Corporate Human Resources will work closely with concerned
line management to structure individual aspirations for career
development appropriate to the business development of the
company.

2.4.10. At the same time, Corporate Human Resources will identify high

potentials for succession planning to key management positions
in the Company. Corporate Human Resources will support
management in implementing the Management Development
Programme in line with the business and organisation
development of the Company.
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B
STRICTLY CONFIDENTIAL

(AR R

Performance Appraisal

T@zF:'I fﬁ,iﬁ{ Appraisee: ﬂ:‘éﬂjim?qﬁ' fl 1 & [Ed PHILIPS ELECTRONICS CHINA GROUP
fkf i Job Title: ~ (=9l Country:

& [f)|] Grade / Level: Iﬁﬂﬁﬂ Division / Department:

A7 1H# Date Joined: /|"%= Section / Unit:

%F:'IEFJ Period Covered: F:'I fﬁﬁ?ﬁ Appraiser:

L2 R [ EmE T (A
1. PERFORMANCE AGAINST KEY AREAS OF RESPONSIBILITY

= B BRI
Key areas of responsibility Results and comments
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R = 2]

2. PERSONAL EFFECTIVENESS IN THE JOB

AR [ g A =R [E3
fiuzfst acceptable good very good excellent
less than
acceptable
& r’[iﬁ?ﬂj{ﬁgﬁﬁ
F= R ot & Jgﬂ‘ et tl i vﬁfl[ﬁ"”’—‘ O O O O O
B —F? 4 R R S e ﬁ]\/;;ffﬂ‘r Eip JiHFu
CUSTOMER SATISFACTIO =ik
Anticipates and responds actively and sensitively in meeting the corr;lments
needs of internal and external customers. Initiates / participates
actively in customer satisfaction improvement actions.
lﬁ BCLES O
= (R TRV - R kjl%‘iﬂﬁ FYFETRIE « O O | O
wﬁiﬁ N rﬁ’@b(#ﬁiﬁ{ﬁ&j (0 TRCEE] e SR
PERSONAL QUALITY comments
Demonstrates a commitment to quality in own work. Recognises
that own output is another’s input. Completes assignments in an
accurate, thorough and timely manner. Produces work that meets
standards.
i 35k O
[l PR R H TR S E U PR o) O O O 0
PERSONAL PRODUCTIVITY F‘Gi
Organises and applies time and other resources effectively. comments
Achieves objectives and improves output on a continuing basis.
flprE s O
R 5 IR (B3 o KRS | R S0Pk tfv*i”F O O O O
CRNANNE e o;‘: mem; R 7 fé{@ VR - R i
/Jf";lﬂ K 'Huri XX E F [J%ii?if[l ) it J@ comments
INNOVATION AND CHANGE
Generates and implements innovative solutions. Takes sensible
risks to achieve goals. Anticipates, steers or adapts to rapidly
changing situations as appropriate.
T ] O
R (SR TSR A AR ORI T O O O O
TEAMWORK I?I;i
Establishes and/or contributes to cooperative and productive comments
interaction in team working situations.
R iR 1 O
vj:Pl*ﬁﬁ Tfﬁ‘ff}aﬁﬁ iR N SRR Tk == & O O O
T AR R T - i
M comments
Communicates with clarity, structure and conciseness in both one to
one and group situations. Gears presentation to level of listener or
reader.
ﬁﬁﬁ?ﬁi ]
'ﬁ'ﬁﬁ‘i [E":; Ve SRR R A F T S E RIS O O O O
SEINEIETE i
LEADERSHIP comments
Motivates and supports staff in the achievement of shared goals,
demonstrating authority, integrity and credibility.  Leads by
example.
E q»ﬁ'wa@ W ]
EF‘“ LS "93@%1 Fﬁﬁ A ES SR E= fe o o O O O O
A %&rm THERD UFW# fﬂ T ARG R
’F‘ Jif U*[ﬁ, comments
PEOPLE MANAGEMENT / DEVELOPMENT
Encourages and facilitates self development of staff, in terms of
increased effectiveness in current job and further career prospects.
Empowers and gives due recognition for achievement. Appraises
own staff in a proper way.
e Cimeig) O O O O O
OTHIJ—_jRg (please specify)
i
comments
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3. HFHUP (R R TN
3. PERFORMANCE AGAINST OBJECTIVES FOR PERIOD UNDER REVIEW
D= R EEGEE 1R F;ii
OBJECTIVE did not meet objective| met or exceeded objective | COMMENTS
O O
O O
O O
O O
O O
4. MR BT [ REfSETVT (HE R
4. NEW / CHANGED OBJECTIVES FOR NEXT PERIOD
f vy
Date:
5. 7 (eI
5. OVERALL VIEW OF PERFORMANCE
1 2 3 4 5
[ i 4 T [l g R &
less than acceptable acceptable good very good excellent
O O O O O
5
TREND
L A At
declining stable improving
O O O
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6. 7 ik b1
6. APPRAISAL OUTCOMES

W= P (P B
ANY OTHER COMMENTS Expand on any comments
SIS P 1 Pk

Rlote any factors not covered

N Ry
= ? Yes/No
Fs further review needed earlier than the normal F 1A
review date? Date:

RAINING FOR IMPROVEMENT AND CAREER DEVELOPMENT

SRS [ 8 F 125 T b L
COMMENTS ON SELF DEVELOPMENT OF THE APPRAISEE

T o
APPRAISEE’S COMMENTS

T@ééjl’ﬁ[?ﬁ%ﬁ FIE
Appraisee’s signature Date:
7 1
Appraiser’s signature Date:
AR 3 F1¥
ext Level manager’s signature Date:
MR REIAEE R FIE
H.R. Manager’s signature Date:

o PRl o AT R R E R o BT R
On completion, give a copy to the Appraisee and send the original to Human Resources Department
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