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Audit Committee

1* Meeting of 2019/20

Date : 18 December 2019 (Wednesday)

Time : 9:00am

Venue : Board Room, 1/F, HKFA Building, 55 Fat Kwong
Street, Homantin, Hong Kong.

Agenda items

1. Review of Terms of Reference

2. Review of Internal Audit Charter

3. Overview of Internal Audit Works with_

4. Overview of External Audit Scope

Annex A

5. Any Other Business
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Audit Committee

Meeting of 2019/20 (Teleconference)

Date : 28 February 2020 (Friday)

Time : 11:00am

Agenda items

1. Review of Annual Audited Financial Statements of HKFA
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Staff Recruitment Policy and Procedures

1. Authorization of Recruitment Actions

1.1

1.2

1.3

To fill a vacant post, it may be through internal recruitment, and / or
external recruitment, or transfer / deployment, or through internal
promotion.

For any existing post, when it is vacant, the department head can authorize
and inform HR to commence the recruitment action for the relevant post
replacement. If needed, the department head can make modifications to
that post (e.g. in job nature or post title), with consent from HR Manager.
Advice from Head of Corporate Governance will be sought if needed. The
CEO takes the responsibilities to confirm the job descriptions for all vacant
positions. For the post of Chief Executive Officer, Head Coach and
Technical Director, the recruitment procedures such as forming the
recruitment panel (for shortlisting and conducting interviews) shall be
determined by the Board of the HKFA. The job descriptions of the Chief
Executive Officer shall be confirmed by the Board of HKFA.

For establishment of any new post in a department, approval by the CEO
should first be sought, who will consult and get consent from the
Organizational Development Committee (ODC) / relevant governing
committee as appropriate. The department head can then authorize the
recruitment procedures for the new post.

2. Arrangement for Internal and External Recruitment

2.1

The approach to fill vacant posts can be through following means under
different scenarios:-

Annex D

No. Scenario Action to be taken
1 Internal transfer (Not applicable to vacancies funded
by LCSD / HAB)
Vacant position is found: - Direct appointment for internal
- Potential staff member(s) transfer can be made with
considered suitable for recommendation from respective
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No. Scenario Action to be taken
transfer to this position (as department head(s) and approval
recommended by from CEO.
department head)

2 Internal promotion (Not applicable to vacancies funded

by LCSD / HAB)
Vacant position is found: - Open external recruitment for
- Potential staff member(s) internal promotion can be
considered suitable for exempted with approval from
promotion to this position CEO.
(as recommended by - The vacancy needs to be made
department head) open for all internal staff

members, with usual recruitment /
interview processes followed
through accordingly.

2.2 Any staff member who considers himself/herself suitable for the vacant
post and wants to apply may follow the application procedure as given in
the relevant circular / advertisement.

2.3

External applicants for a vacant post may come from respondents to
local newspaper advertisements, corporate website, and waiting list of
previous recruitment exercises.

3. Recruitment Advertisements

3.1 Based on the job descriptions, the hiring department/unit is required to
draft / review the advertisements, with input from HR which will help to
place advertisements as appropriate.

3.2

The content of the advertisement should include:

a)
b)

c)
d)

Specifications on the scope of responsibilities of the post;

Quialifications and experience required (should make reference to
the entry requirement for related job grades);

Expected/preferred attributes, competencies and skills;

Brief indication of remunerations or requiring the applicant to state
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3.3

expected salary;
e)  The address/e-mail and closing date for application;

f)  Handling time frame, if appropriate (i.e. “Applicants not contacted
within 4 weeks after the deadline may consider their applications
unsuccessful and all related information will be kept on our files
up to a period of 6 months.”).

g) The standard personal data collection statement (i.e. “Personal
data provided by job applicants will be used strictly in accordance
with employer’s personal data policies for recruitment purpose”).

The recruitment advertisement will be posted on the HKFA website (in
addition to other channels that may be posted as agreed between HR and
the hiring manager).

4. Short-listing Candidates

4.1

4.2

4.3

All applications should be processed in strict confidence according to the
Personal Data (Privacy) Ordinance, especially for document bearing
name and HKID no. of applicants.

The shortlisting process should be agreed with the Hiring Manager, who
is responsible for the preliminary screening and short-listing, who may
assign a designated staff member to assist where considered appropriate.
Typically, the number of shortlisted candidates would be in the range
between 3 and 8. Applications for the same position should adhere to the
same recruitment process where only job applications fulfilling all
requirements should be considered unless exceptional approval by the
Hiring Manager.

Short-listing should strictly follow the written criteria deduced from the
job analysis/description of the post. Shortlisting results and justifications
need to be properly recorded and documented.

5. Selection and Appointment

5.1

5.2

Selection of a suitable candidate for a particular post is usually
conducted in the form of interview.

Interview Arrangement
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All invitations for interview shall be coordinated by the HR.

Applicants will be requested to submit their CVs before attending
interviews if applicable.

Interview will be conducted by the Hiring Manager and relevant
parties (as stipulated below). An interview assessment form is
required to be completed. The second/final interview of applicants
will be conducted if considered necessary by the Hiring Manager.
Apart from the recruitment of CEO, Head Coach and Technical
Director, (these positions will be administered in different process
with a recruitment panel (may involve an individual shortlisting
panel and an individual interview panel) as determined by the
Board), the following parties should be involved in the recruitment
process (unless otherwise advised by the hiring manager). In any
cases, at least two members should be involved in an interview.

Recruiting person

Level of Parties to be involved in the Recruitment Process

CEO - Chairman of the Board as the chairman of
recruitment panel

- Other relevant Board members as
determined by The Board

Head Coach/ - Chairman of the Technical & Playing
Technical Director Committee as the chairman of recruitment
panel.
-  CEO

- Other relevant parties / committee members
as determined by The Board

Senior - Chairman (or delegate) of relevant
management committee as the chairman of recruitment
(e.g. department panel
head) - Other relevant staff / committee member(s),
as determined by the Chairman of relevant
committee
-  CEO
Manager - Hiring manager (i.e. respective department

head), as the chairman of recruitment panel
- Head of another department as the third
party if needed (as determined by the hiring
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manager)
- Head of Corporate Governance / HR
Manager

Officer and below | -  Hiring manager (i.e. supervisor of the job
position), as the chairman of recruitment
panel

- Respective department head (if he / she
considers necessary, who will be the
chairman of the interview panel then if
present.)

- Manager of another department as the third
party if needed (as determined by the hiring
manager)

- HR Manager / Officer

d) Additional members where considered appropriate can be invited by the
hiring manager / respective department head as needed, for ensuring the
presence of necessary technical expertise in the selection process.

e) Depending on the requirements of the post, written test may be
conducted when it is deemed necessary by the hiring manager.

f) If there are two (or more) candidates are considered with similar
capability for the post and difficulty in conclusive selection is found, a
2" interview can be arranged as determined by the hiring manager in
such case. The hiring manager’s supervisor (and other member(s) as
considered appropriate by the hiring manager / respective department
head) will be involved in the 2™ interview for the final selection.

g) When a panel member declares with conflict of interest that he / she is a
close friend/ relative of a candidate, the chairman of recruitment panel
needs to consider if alternative arrangement should be made. Where
appropriate, the concerned member should be refrained from the
recruitment process. In case the hiring manger is involved, department
head / CEO should be consulted instead.

5.3 During the Interview

a) Hiring manager / recruitment /panel members responsible for the
recruitment process should take reference to the job requirements and
interview performance in selecting the most suitable candidate for the
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5.4

b)

post.

Hiring manager is required to complete the Interview Assessment Form
after the interview as substantiation on successful applicant(s), if any.
Decision is expected to be made with a general consensus among
recruitment panel members, with the final decision made by the
chairman of recruitment panel. Further advice from the HR can be
sought if needed.

After the Interview

a)

b)

d)

f)

After the interview, the selection result will be confirmed by the
recruitment panel. HR will follow up to propose the terms to be offered,
conduct reference check (written (preferred) or verbal as far as possible,
with consent from the candidate sought beforehand). If checking under
Sexual Conviction Record Check Scheme is required, HR will
coordinate the arrangement with user department.

The proposed offer should be adhered to the budget as far as practicable.
If the proposed salary offer has exceeded the pre-determined budget,
approval from CEO is required. If the concerned post is department
head / directorate, approval from the Chairman of relevant governing
committee/ Board is required.

The package offer should be further approved by the CEO and Head of
Corporate Governance, before HR to further contact the identified
candidate for checking the acceptance and reporting date etc.

In case of any further negotiation about the salary offer as requested by
the identified candidate, HR will further discuss with the Head of
Corporate Governance and seek approval from the CEO; and reiterate
the process of making the salary offer.

The candidate as identified in the waiting list will be considered if the
candidate of first priority fails to accept the offer. If no suitable
candidate can be offered eventually, the recruitment cycle will need to
be repeated then.

When an offer is verbally confirmed with identified candidate, HR will
prepare the offer letter and / or employment agreement which will be
signed by the CEO to make the appointment accordingly. According to
the Article of Association of HKFA, the CEO is delegated to appoint
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9)

h)

employees whose annual salary are below HK$500,000. For annual
salary on/above HK$500,000, offer can only be made to the selected
candidate after Board’s approval. The employment agreement shall be
signed by the Chairman of the Board, subject to the confirmation of
appointment by the relevant party has been sought beforehand.

HR will arrange with the identified candidate to explain the
employment terms and formally confirm the acceptance of offer with
his / her signature on the offer level / employment agreement. HR
should request the candidate to sign the employment agreement no later
than the first day of employment as far as possible.

For unsuccessful applicants, HR will handle the personal data in
accordance with the Personal Data (Privacy) Ordinance. If there are
more suitable candidates than the vacancies available, these candidates
will be put on a waiting list for a period of not more than 6 months and
will be considered when there are suitable vacancies.

Personal data of unsuccessful candidates and applications will be
destroyed within 6 months after the vacant post is filled.

Remark in relation to internal candidates

For a vacant promotional position, if there is/are internal qualified potential

candidate(s) possessing the required competencies, internal candidate(s) will
first be considered due to the following reasons:

a)

b)

c)

Internal candidate(s) usually already has/have the required knowledge
and is/are familiar with the corporate culture and operations of HKFA;

Greater reliability than external recruitment because the Association has
a better understanding about its present employee’s personality, attitudes,
values and job performance than an outside candidate; and

Internal promotion will help boost staff morale.

- However, such internal candidate(s) still need(s) to be interviewed and selected
by appropriate parties according to the arrangement specified in this procedure.
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Annex E
THE HONG KONG FOOTBALL ASSOCIATION LIMITED
Interview Arrangement

Position:

Part A (I) - Composition of Interview Panel (to be completed by Hiring Manager)

Selection of Interview Panels:

No. of interviewers required (please tick): []2 []3 []4

1.
(“Chair” of recruitment panel will lead and structure the interviews)
2.
(a member who have the necessary technical expertise/ knowledge of the job and how it fits
into the area’s overall objectives)
3.
(Representative from Corporate Services / HR where applicable)
4.

(Optional and depending on the role being recruited to and the complexity of potential issues
this may need to be an independent party)

Part A (Il) — Interview Tasks/Questions (to be completed by Hiring Manager)

[_] Shortlisted candidates will be required to perform interview test
|| Not required

Name & Title of Hiring Manager Signature

Date

Note: the duly completed form should be passed to HR section together with the interview task
guestions (if any) for obtaining approval

Part B - Decision (to be completed by Appointing Authority)

Please read overleaf before completing this section

[ ] I approve the above composition of interview panel and recommend the following action(s)
to be taken to mitigate the potential conflict of interest:
- Declaration of interest from interviewers is needed.
- If any potential conflict of interest occurs, the following appropriate arrangements will be made:
[ 1 No actions is required.
| | the concerned member should be refrained from the recruitment process / hiring
recommendation
[ ] the presence of , member of the Committee in the
panel is required to ensure the selection for appointment to be on basis of merit, impatrtial,
open competition and final decision is made without prejudice
[ | other actions required:

Name & Title of Appointing Authority Signature
Date
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General notes for Composition of Interview Panel:

The appointing authority is generally the supervisor of the hiring manager who has to consider
below issues when determining panel composition:

> Staff recruitment policy and procedures sets out the composition of interview panels shall include
below for appointment of different position rank:

Level of Parties to be involved in the Selection Process
Recruiting person

Senior - Chairman (or delegate) of relevant committee as the
management chairman of recruitment panel
(e.g. department | - Other relevant staff / committee member(s), as determined by
head) the Chairman of relevant committee
-  CEO
Manager - Hiring manager (i.e. respective department head), as the

chairman of recruitment panel

- Head of another department as the third party if needed (as
determined by the hiring manager)

- Head of Corporate Governance / HR Manager

Officer and below | - Hiring manager (i.e. supervisor of the job position), as the
chairman of recruitment panel

- Respective department head (if he / she considers necessary,
who will be the chairman of the interview panel then if
present.)

- Manager of another department as the third party if needed
(as determined by the hiring manager)

- HR Manager / Officer

> At least two people shall be involved in an interview and responsible for assessing applications.
Additional members where considered appropriate can be invited by the hiring manager as
needed.

> Grading of panel members (Panel member should be generally at a higher grade than the post
being advertised, or at least of the same grade.)

» The necessity and adequacy of independent member(s) in the panel (An independent member
must be someone who won’t have a direct involvement in the role and can bring a different
perspective and add value to selection as well as helping to ensure consistency across areas).

> Action required (if needed) to address perceived or actual conflicts of interest (All panel
members are responsible for completing their conflict of interests form and for keeping their own
notes throughout the process. They must be aware of the merit principle and the need to avoid
favoritisms).

-391 -



Annex F

HONG KONG FOOTBALL ASSOCIATION
DECLARATION OF CONFLICT OF INTEREST

Part A - Declaration (To be completed by Declaring Party)
To : Position of HKFA (Approving party)
Name and Designation

I, , hereby declare that:

I am currently holding the post of of the Hong Kong Football Association Ltd.
| am nominated as an interview panel member for the recruiting position * Yoo
understand the job requirements of the position and the hiring manager considers that | am able to
evaluate the suitability of the applicants. The arrangement is being approved by the CEO of HKFA.

Please tick an appropriate box:
[ ] 1do not personally know any one of the shortlisted candidates applying for the position.
[ ] I personally know of the shortlisted candidates:

Candidate name:

Relationship:

Candidate name:

Relationship:

No conflict of interest will arise during my involvement with the interview assessment where no
private interest influence, or may be seen to influence my actions as an interview panel member.

| do not have any personal bias, inclination which may in any way affect my objectivity,
independence or impatrtiality in making my recommendations for the position.

Signature of Declaring Party Name/Title Date
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Part B — Acknowledgement (To be completed by Approving Authority)

The information contained in this declaration form is noted and will be handled with the above
consideration taken into account. This record and subsequent follow up action will be properly
maintained in the HKFA Secretariat for future reference.

Signature of Approving Authority Name/Title Date
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Annex G

Post No. 1

THE HONG KONG FOOTBALL ASSOCIATION LIMITED

JOB DESCRIPTION

Position: Chief Executive Officer

Reports to: Chairman

The Chief Executive Officer will report to the Chairman
and is accountable to the Board for the implementation
and execution of the agreed strategy for the HKFA.

Expectation: This role is a key appointment as part of the plan for
change and the HKFA Football Development strategy.
The Chief Executive Officer will be responsible for the
Executive leadership of the organisational transformation
of the HKFA.

Specific educational experience related to the sports

Education Needed industry, business and leadership is highly preferable.

Profile, Skills and Experience

1. The successful candidate must have proven
experience in a high profile, complex, multi
stakeholder organisation.

2. Preferably, the successful candidate will have a track
record of running a substantial business or
organisation and will already have the necessary
general management and executive leadership
experience to take on this role.

3. Whilst it is not essential that the individual comes
from a sports/football background, as a minimum
requirement they must have an understanding and
empathy with football both as a sport and as a

business.
Skills & Experience | 4. Evidence of success in brokering collaborative
Needed working relationships with a range of stakeholders

across an industry will also be vital.

5. Well-developed leadership and management skills
with a track record of creating a culture of strong
internal  effectiveness and developing senior
management teams to deliver operationally against
strategic aims and objectives.

6. Sound financial management and negotiation skills.

7. Demonstrable capacity to develop policy options for
the Board.

8.  Significant commercial achievements.

9. Management of complex organisational change.

10. As a high profile public face of the game in Hong
Kong, you will also require skills and experience in
managing relationships with the media.
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Personal Characteristics and Profile

The personal style and approach of the individual is very
important, as the job holder will have dealings with a
significantly diverse group of interested parties. This
means the individual must have an adaptable style with
strong consistent interpersonal skills and a proven ability
to work collaboratively.

Key personal characteristics will include:

1.

A versatile and persuasive leader, capable of
building interest with a dynamic personality.

A hands-on style, with considerable personal
credibility and authority.

Maturity in terms of presentational style and
behavior.

Good people management and team building skills in
order to build and lead a strong, capable and
effective team.

High energy, drive and determination and the ability
to prioritise and juggle conflicting demands.

Calm but firm in terms of communication style and
general demeanour.

Good strategic thinker - an influencer and shaper.
Resilient, patient and diplomatic, with gravitas and
presence - a leader by example.

Key Responsibilities

On behalf of the Board, to lead the implementation of
football development strategy as a means of
establishing the HKFA as a financially strong and
effective entity and thereafter to oversee and direct
the activities of the HKFA in such a manner that
ensures the sustainability of the organisation as a
strong and effective governing body.

To develop, review, update and implement strategies
aimed at continually promoting and improving the
game of football in Hong Kong at all levels from
grassroots to the professional level including youth
football, women's football and mini football/futsal.

To provide the HKFA with the direction and
leadership to deliver its commercial objectives as
agreed with the Chairman and the Board, including
not only consolidating and building on existing
income streams but continuously seeking to widen
the sources of funding and introduce new revenue
streams.

Through a wide range of potential commercial
developments, broadcast and sponsorship revenues,
to identify and exploit new income opportunities
against agreed targets.
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10.

11.

12.

13.

14.

15.

16.

17.

To lead and develop the HKFA in organizational
terms, ensuring it is effectively and appropriately
resourced to ensure the efficient and effective
management of all operations.

To manage, and be accountable for the financial
performance of the HKFA, monitoring and controlling
costs in accordance with agreed objectives, as set by
the Board.

To lead, motivate and inspire, creating a culture
which allows staff to develop to their full potential,
whilst ensuring they meet their objectives.

To create a performance culture throughout the
organisation. This will include the setting of
performance objectives and formally measuring
against those objectives.

To create a cohesive organisation based on a strong
ethos of consistent delivery and continuous
operational improvement.

To ensure that the HKFA has a well-considered
communications strategy and to oversee and direct
its effective execution.

To maintain and develop relationships with all
aspects of the media in order to highlight the work of
the HKFA initiating PR activities as appropriate.

To lead and develop major projects at national and
international level aimed at raising the profile of
football in Hong Kong, maintaining and developing
relationships with  Government Ministers and
Government Agencies and major sponsors as
appropriate.

To serve on international football bodies and
committees (such as the AFC) as authorised by the
Board in order to influence and shape policy for the
development of football in the Asia region, and
ultimately worldwide, and to ensure that the HKFA
is well placed to influence such development.

To lead on and develop structures to help secure the
success of winning Hong Kong Teams.

To ensure that the HKFA delivers on all of its
statutory requirements and promotes the highest
standards  of corporate  governance  and
transparency.

To perform such other duties and responsibilities as
instructed by the Board from time to time.

To develop business plans, widen the sources of
funding and revenue streams, and be accountable
for the operation and financial performance of the
Football Training Centre.

-396 -




Post No. 3

THE HONG KONG FOOTBALL ASSOCIATION LIMITED

JOB DESCRIPTION

Position:

Head of Corporate Governance

Reports to:

Chief Executive Officer

Expectation:

The appointee is a key member of the HKFA Senior
Management Team and will report to the Chief Executive
Officer. The job holder will be responsible for the provision
of an efficient and effective business service delivery for
the full spectrum of the corporate support activities of the
HKFA, encompassing Financial Planning and Control,
Legal and Compliance Matters (non-football), Human
Resources, Information Technology, Internal Control,
Procurement, Office Administration, Facility Management,
and Committee Work.

Education Needed

Master/Degree holder in Business
Administration/Finance/Legal or related discipline.

Skills & Experience
Needed

1. Minimum of 15 years relevant experience in a senior
management position in a sizeable organization,
preferably a sport-related or public organization.

2. Actual experience of operating at Executive
Team/Board level within a high profile sports
organization, Government/public sector and/or
private sector/commercial fund providers would be
highly advantageous.

3. Possession of knowledge in the management of
Finance & Accounts, HR, IT, Internal Audit, Legal &
Company Secretarial would be of advantage.

4. Capable in preparing relevant written material
including annual reports, monthly bulletins, press
releases, briefings and presentations.

5. Excellent interpersonal and team working skills.

6. Proven analytical, problem solving, and project
management skills.

7. Well rounded management skills with proven
business as well as financial acumen.

8. Good team player with excellent communication,
leadership skills plus a positive and proactive
attitude.

9. Excellent command of both written and spoken
English, Chinese, and Mandarin.

10. Hard working mindset and willing to do what is
required to support the organizational objectives.

-397 -



Key Responsibilities

Departmental Management

1.

To oversee the day to day operations of the finance,
administration, human  resources, information
technology and internal control sections.

To be responsible for departmental budgetary
controls.

To ensure that the working environment of the HKFA
is effective, productive, safe and that the ambience
and appearance reflects the status of the organization
as a NSA.

Senior Management

1.

10.

To assist the Chief Executive Officer in the overall
management, operations, financial planning and
manpower planning.

To be responsible for legal and company secretarial
matters.

To review the internal processes, systems procedures
currently in place at the HKFA, to identify internal
control issues and to produce reports for
improvements recommendations.

To design, preparation and submission for the ODC
Board’s approval of HKFA policies and procedures
manual which clarifies procurement and payment
procedures, levels of designation for all tiers of
management and all other necessary procedures to
enable the HKFA to manage its affairs in strict
accordance with relevant guidelines.

To set up new systems including HR policies, code of
conduct, IT use policy and administration procedures,
etc., to ensure best compliance with best practice.

To attend at and participate in all meetings of the
Board and Committees whenever so requested.

To serve as Secretary of the relevant Committees and
to be responsible for the drafting of papers and
minutes of the meetings of both the Board of Directors
and relevant Committees.

To liaise with the relevant Government departments
relating to the funding arrangements.

To ensure that employees, Directors, contractors and
partners uphold the highest standards of probity and
full compliance with internal and external rules,
regulations and policies.

To perform other duties as directed by the Chief
Executive Officer from time to time.
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THE HONG KONG FOOTBALL ASSOCIATION LIMITED

Post No. 4

JOB DESCRIPTION

Position:

Financial Controller

Reports to:

Head of Corporate Governance

Expectation:

The position reports to the Head of Corporate Governance. The
appointee will be leading a small team overseeing the daily
accounting operation and full spectrum of finance and
accounting duties of the Association.

Education Needed

Degree holder in Accounting / Finance or related discipline.

1. Qualified Accountant with over 8 years relevant experience,
including at least 4 years’ experience in similar position, with
exposure in Big 4 accounting firm.

2. Well versed in management accounting, and solid exposure
in management reporting to governing committee / Board.

3. Experience in handling government funding / other
subvention, work exposure in public organizations,

Skills &  Experience subvented bodies, sports industry would be advantageous.
Needed 4. Excellent command in both spoken and written English and
Chinese.

5. Good leadership skills, communication with excellent
interpersonal skills and ability to work with parties from
different levels.

6. Able to work under pressure and meet tight deadlines.

7. Outdoor supervision to merchandize and ticketing activities
may be required.

1. Supervise and oversee the daily operations of the finance
department and provide guidance to finance staff.

2. Perform budgeting, budgetary control activities, cash flow
management and financial forecasting.

3. Handle month end closures, tax issues, annual audits and
liaise with auditors / subvention bodies.

4. Responsible for regular financial reporting, management
reports and analysis.

5. Ensure statutory compliance to law and regulations, and per

Key Responsibilities corporate / accounting standards.

6. Promulgate good practice in financial management and
controls in accordance with AFC/FIFA protocols and industry
best practice.

7. Review and enhance accounting policy and procedures.

8. Enhance costing systems to improve the operational
efficiency of the Association.

9. Review and monitor the implementation and compliance of

10. Handle other ad hoc assignments as requested.

corporate procurement policies and procedures.
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Post No. 8

THE HONG KONG FOOTBALL ASSOCIATION LIMITED

JOB DESCRIPTION

Position: Internal Control Manager
Reports to: Head of Corporate Governance

. Responsible for internal control matters, internal audit
Expectation:

function and governance related committee work.

Education Needed

Degree holder with CPA (or equivalent) qualification.

1. At least 5 years working experience in auditing /
internal control field.

2. Good understanding of corporate governance, internal

Skills & Experience control and risk management framework.
Needed 3. Excellent command of written and spoken English &
Chinese.

4. Proficient in MS office and Chinese word processing.

5. Mature and able to work independently.

1. Oversee the development and implementation of
internal control system.

2. Responsible for internal audit work and associated risk
management function, having close liaison and
coordination with professional firm in execution of
internal audit assignments.

3. Responsible for the review and monitoring of
deliverables and performance of internal audit
professional firm.

4. Coordinate and follow up with internal parties to

Key Responsibilities facilitate the execution of risk management and
internal audit activities.

5. Provide guidance and advice in internal control
reviews of processes and procedures for the
Association.

6. Provide secretarial support for governance related
committees, i.e. Audit Committee.

7. Prepare and monitor the budget in relation to
discharging of required duties.

8. Coordinate and undertake other and ad hoc projects

as assigned.
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Post No. 7

THE HONG KONG FOOTBALL ASSOCIATION LIMITED

JOB DESCRIPTION

Position: Human Resources Manager

Reports to: Head of Corporate Governance

Develop and implement a full spectrum of human
resource functions and support services, formulating
HR policies and strategies in line with the needs of the
Association and the HKFA strategic plan. The position
requires close liaison with HAB and LCSD in relation to
funding applications and documentation submissions.

Expectation:

Degree Holder, preferably a MBA holder and professional

Education Needed e o
qualification in Human Resources discipline is a must.

1. At least 10 years' relevant working experience in
Human Resources Management in a senior/
managerial position.

2. Well-versed in local employment law and other
employment related ordinance.

3. Have a proven track record in HR management with a

Skills & Experience sound understanding and experience best practice HR

Needed processes and systems, preferably have applied
knowledge of the legal factor involved in the
administration of employment policies and services in
non-government sectors.

4. Excellent command of spoken and written English and
Chinese, communication and interpersonal skills.

5. Mature and able to work independently.
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Key Responsibilities

10.

11.

12.
13.

14.

Play a leadership role on implementing change, with
particular focus on strategic Human Resources
Management.

Provide consultancy to CEO and HCG to enhance
organization effectiveness and corporate governance.
Manage the recruitment process, employment offers,
contract renewals and terminations, advising
CEO/HCG on HR matters such as utilizing the right
resources, the right processes and the right timelines,
ensure proper procedures are adhered in compliance
with the funding requirements.

Establish HR needs of the Association to meet
organizational objectives and services requirements,
assure company compliance with provisions of
employment related laws.

Communicate and facilitate implementation of the
visions, policies, procedures and practices, in
particular the harmonization exercise, new systems to
be developed with the HCG and to evaluate the
outcome.

Update of employee handbook/ HR guidelines to
ensure compliance with legislative requirements.
Assist the HCG with analysis and mapping of staffing
structure, forecasting of manpower needs and other
elements necessary for the development of the
Human Resources package.

Prepare yearly budget in relation to staff cost and
employment related expenses.

Liaise with the Financial Controller internally and the
HAB/LCSD externally in completing the annual audit,
verifying the accuracy of funding disbursements
quarterly.

Prepare and/ or collate HR reports to support the
HKFA's funding applications, whenever required.
Manage monthly payroll, benefits administration and
tax returns for employees.

Develop performance management processes.
Implement HR related projects and to monitor the
consistency and on-going compliance.

Identify and plan development needs for staff, coach
and guide other staff members on the team, motivate
team members to service the objectives of the
Corporate Services Department.
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