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Attachment 19

““ HONG KONG TOURISM BOARD

JOB DESCRIPTION
Job Title : Deputy Executive Director  Date : March 2002
Incumbent :  Grace Lee Approval .
(Superior)
Location : HKTB - Hong Kong Approval
{Incumbent)

Purpose of the Job :

Establish short 1o long-term strategies to establish an efficient operating environment
to the orgamzation and direct delivery of corporate support and high-level
commercial direction to all of the departments and offices around the world, which
enables them to achieve their strategic objectives on time and within budget, in a
cost efficient environment. Lead the ongoing development of best practice, business
process across all departments and overseas offices.

As Deputy Executive Director take on the operational management of the
organization, perform executive oversight of overseas offices and deputize the
Executive Director as and when necessary. Be ome of the key External
Representatives for the HKTB.

Develop and maintain strong working relationships with government bodies
including the Tourism Commission, ESB to facilitate operational support,
negotiating annua) budgets and act as the operating focal point for the HKTB and
also key trade associations.

Lead and direct ad-hoc projects that may arise from time to time.
As the Secretary to the Board, support with full “company secretarial” services:
ensure the Board operates within corporate governance and interpret the board

discussions into succinct minutes, identify items of a procedural nature as well raise
operational matters that require the attention and review of the Board.
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2 HONG KONG TOURISM BOARD

Dimensions

» HKTB’s total income including subvention $534.03 nuilion
= HKTB’s total expenditure $534.03 million

» Ad-hoc project funding $20 million

» 13 Worldwide offices with 94 staff

* 6 Representative offices

x 316 headcount worldwide

= pumber of direct reports ~ 7 and dotted line from 7

« pumber of indirect repots - 41

Internal Relationships

Reports to Executive Director

Direct

Other:

Reports General Manager, Human Resources
Senior Manager, Systems
Senior Manager, Business Process Management
Manager, Financial Management
Manager, Business Performance Monitoring
Legal Counsel
Manager, Tourism Orientation Programime
Regional Directors dotted line reporting relationship

Audit Committee
Staff & Finance Commitiee
Task Forces and Committees set up from time to time

External Relationships

Government bodies (primarily Tourism Commission, Bconomic Services
Bureau and other Bureaux having a regard for tourism)

External Auditor ~ for anmual audit of financial accounts and internal control
revIews

Government Iniernal Audit ~ review of control processes and overall
adherence to the Boards Ordinance

Trade bodies and associations

ICAC - liaison point for regular reviews

Media {on functional issues)

Rx-officio on trade associations bodies - BBTS, HARTCO

Training Boards of educational / training institutions
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Context of the Position

The position of Deputy Executive Director is comprised of three main threads: Head
of Operational Support, Executive oversight of overseas marketing offices and as
one of the key External Representatives for the HKTB.

Operational support comprises finance, legal, business efficiency, day-to-day
control of internal audit and Human Resource management. This support provided
by the sections of the department provide the usual operational platform for the
organization to function. The incumbent, on the other hand, is far more integrated
into the activities and decision-making process of the other departments. Utilizing
the very deep and broad knowledge base of the incumbent, the HKTB departments
have a very strong partner in the incumbent who provides high-level commercial
and legal direction to the marketing activities. That knowledge base comprises
strong working relations in various government departments, and the ability to gain
action, as well as working relationships with a vast number of organizations, both in
and outside the tourism industry, in Hong Kong,.

The operational support portfolic under the incumbent’s direction and managemert
include human resource management, financial management, accounting systems
and conirol, budgetary control, business performance monitoring and reporting, 1T
systems support and control, business process management, office administration,
legal muatters, insurance matters, board secrefariat muatters, compliance with HKTB
Ordinance and all regulations. The incumbent is accountable for delivering the full
range of corporate and commercial support to the various rnarketing departments
and overseas offices of the HKTB. To ensure that the support services are in place
on time to meet the future needs of the HKTB the incumbent must take a long term
strategic view for developing the services and identify additional services which will
be required.

The Legal Counsel forms part of the incumbent’s goalkeeper role, whereby all
commercial documents are vetted for exposure of the HKTB by either in-house
counsel or external depending on the nature of the item. Similarly the need to
monitor the performance of the strategic marketing activities and budgetary control
round out this important goalkeeper role - a role that permits the Executive Director
to focus on the internal and external marketing programs. Given that the Executive
Director is out of Hong Kong for a large proportion of the time, the incumbent is
deputizing for much of the time and reeds to drive the ongoing operations. As
DED, the incumbent is required to represent the HKTB on a number of professional
and trade associations to advocate for the HKTB and identify key areas of concern
facing those bodies.
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% HONG KONG TOURISM BOARD

The incumbent maintains strong working relationship with a number of government
bodies so as to smooth the operations of the Board. This includes driving the
budget annual process and also shaping the project based budgets in a way that 18
more agreeable to the reviewers to ensure successful authorization.

The incumbent ensures that the financial support is in place as and when it is
needed. With atmost half of the budgeted expenditure taking place overseas there 1s
a clear need to hedge the FX exposure. Also, with funds on hand the incumbent
establishes the ability to invest in proscribed financial tool after gaining acceptance
and authority from the appropriate government departments.

There is a need to be fully conversant with the operating environment of HKTB (a
Covernment subvented organization) as well as the rules, regulations and policies
that govern the HKTB. As the HKTB operates in a global environment, the

incumbent needs to be conversant with the rules and regulations of the countries that the
HKTB operates in.

As the Secretary to the Board, the incumbent needs to work closely with the
Chairman and Board members on matters that concern the Board, preparation of
Board meetings and conduct follow up action and to facilitate Board members to
discharge their duties. As Head of Operations, the incumbent is well placed to be
able to deal with high level information needs form the Board and its members.

Main Accountabilities and
Responsibilities

Deputized Head of HKTR

1. As Deputy Executive Director, maintain the overall operational management of
the HKTB during the absences of the Executive Director by taking an executive
oversight of ongoing marketing operations as well as represent the HKTB at
external functions and events eic.

Corporate Governance

2. Act as the main point of contact with Government on HKTB’s governance
matiers including such matters as yearly application of subvention, policies and
procedures on the use of subvention, operational guideline of HKTB to operate
within the framework of a subvented organisation.

3. Ensure that all corporate activities and operations are carried out in compliance
with HKTB Ordinance, corporate goverpance, laws and regulations as well as
hest business practices by developing and monitoring policies and procedures
that most aptly ensure adherence.
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HONG KONG TOURISM BOARD

External Relationships

4.

Ensure that the image and strategic business position of the HKTB is maintained
by representing the views of HKTB on various committees set up by external
parties including the travel trade, training and education instifutions, professional
bodies, the government and agencies.

. Be one of the key External Representatives for the HKTB.

Executive gversight of International Offices

6.

Ensure that the overseas offices operate as a cohesive part of the HKTB and
maximize the contribution to achieving the strategic business plan by directing
and monitoring their performance against planned results and assess the need for
restructuring/reshaping/re-staffing to ensure goal achievement.

Operational Efficiency and Effectiveness

7.

Eusure the operational efficiency and effectiveness of the HKTB is on par with
world best pracrice through benchmarking and by directing regular reviews of all
aspects operations, assessing centralized vs. decentralized processes (finance,
control, legal, tendering, supplier management, etc) and define new standardized
processes and guidelines which streamline the efficiency of the HKTB

Develop Strategies, Operational Policies and Procedures

3.

Develop strategies, policies and operational procedures for the finance, legal,
systems, internal audit, corporate support functions to create an enviromnent
which ensures achievement of the Board’s global marketing strategies by
analyzing the strategic business plan and marketing plans of HKTB.

Financial Conirol and Budget Development and Monitoring

9.

Set policies and guidelines on the use of financial resources. Define the
guidelines for the preparation of budgets o ensure a cohesive approach and
regularly monitor the use of resources during the year and pursuing swift
rectification of exceptions that arise during tie year.

Business Performance Monttoring
10.Monitor the overall performance of the organisation against plan and the

performance of business units against corporate policies and procedures.
Recommend corrective actions as appropriate.

Human Resource Management
11.Formulate and direct implementation of strategies for attracting, retaining and

developing the necessary human capital and organizational design, in the HK and
overseas offices, through reward policies, performance management and training
programs to meet the short to long term strategic objectives of the Board.
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“ HONG KONG TOURISM BOARD

Advisory and Gatekeeper role for Commercial issues

12.Ensure that all commercial transactions and contracts safeguard the interests of
the HKTB by establishing strong internal control policies, reviewing all
cornmercial contracts for potential liability and providing other departments with
high level technical advice on finance and commercial considerations.

Industry Training Programs

13.Represent the HKTB on various tourism training boards of educational institutes
to provide input to academia on the manpower needs of the industry, particularly
in terms of service quality.

14, Develop strategy and direct Industry Training Programs initiated by HKTB.

Oversee the operation of trade associations subsidised by HKTB
15. Approve the business plan of the trade associations and monitor the deliverables
throughout the year.

Iead and direct ad-hoc projects initiated by Government from time to time
16.Develop strategy and lead the implementation of ad-hoc projects imitiated by
Government or HKTB from time to time.

Job Requirements :

» Extensive financial and management experience on a corporate level in a
miulti national organization

« Professional accounting qualification

x Experience in overseeing the general operations of a multi unational
organization

= Experience in managing the resources of an organization across many
COountries

»  Seasoned professional with at least 15 years experience in overseeing the
muslti-jurisdiction regulatory and compliance funciions of an orgamzation
which has offices throughout the world

» Highly conversant with government financial management system and
procedures

»  Sound understanding of the dynamic drivers operating the travel and tourism-
related industry in order to be able to represent the HKTB to the trade
associations.

»  Conversant with company secretariat matters

o Excellent analyiical, interpersonal and communication skills o be able to
persuade others, at all levels, to take on board changes in processes and
thought.
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