	建議同仁晉升/加薪申請表格
STAFF PROMOTION / SALARY INCREASED PROPOSAL FORM

	甲部: 晉升/加薪員工資料 (由香港人力資源部填寫)  Section A: Suggested Staff Information (By HKHR Dept)

	姓名：
	
	
	年齡：
	

	Name:
	
	
	Age:
	

	現所屬公司：
	
	
	部門：
	

	Current Company:
	
	
	Dept:
	

	現職位：
	
	
	職級：
	

	Current Position:
	
	
	Grade:
	

	最初到職日期：
	
	
	到非日期：
	

	First Join Date:
	
	
	Join African Date:
	

	
	
	
	
	

	由From:
	
	至To:
	
	
	此員工曾任職於 This staff had been work at:

	
	
	
	
	
	
	廠Factory

	由From:
	
	至To:
	
	
	此員工曾任職於 This staff had been work at:

	
	
	
	
	
	
	廠Factory

	由From:
	
	至To:
	
	
	此員工曾任職於 This staff had been work at:


	
	
	
	
	
	
	廠Factory


	乙部: 晉升/加薪建議 (由所屬部門主管填寫) 

Section B: Promotion/Salary Increased Suggestion (By Operation Unit)

	建議晉升職位Proposed Position:：
	

	建議部門：
	
	建議職級：
	

	Proposed Dept:
	
	Proposed Grade:
	

	現薪金：
	
	建議薪金：
	

	Current Salary:
	
	Proposed Salary:
	

	現有福利：
	
	建議福利：
	

	Current Benefit:
	
	Proposed Benefit:
	

	其他建議Other Suggestion :
	

	

	建議人姓名：
	
	所屬廠總經理批示：
	

	Recommended by:
	
	Approved by GM:
	

	建議人職位：
	
	日期：
	

	Position:
	
	Date:
	

	日期Date：
	
	
	

	建議晉升/加薪員工將於指定時間後被考核及評估(通常是3個月)；期滿時，香港人力資源部會送出「工作考核表」及「新職責範圍表」給所屬廠填寫。之後，會把「考核評估」報告交給董事總經理及MW 作最後批核。
Proposed Staff will be reviewed his/her performance in a fixed of time (usually in 3-month trial period).  HKHR Dept will send a “Performance Evaluation Form” and a “Job Description Form” to the Operation Unit for assessment.  Subsequently, the assessment report will be sending to the Managing Director and MW for final approval.

	建議考核時間: Suggested Review Period:
	

	開始日期:

Beginning Date:
	
	終止日期: 

Ending Date:
	


	丙部: 建議晉升/加薪原因 (由所屬部門主管填寫) 

Section C : Suggestion Promotion/Salary Increased Reason  (By Operation Unit)

	已獲取資歷

Attained Qualifications :
	請附上資歷証明 Please attached certificate if any


	擁有技能

Attained Skills :
	請附上技能証明 Please attached certificate if any



	工作表現

Work Performance :
	請附上已往3年的考績表(可由香港人力資源部獲取) 
Please attached Staff’s Previous 3 years Performance Appraisal (obtained by HKHR Dept)


	其他 Others :
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