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二零一二年文書助理在職轉任助理文書主任計劃申請表格
2012 In-service Appointment Scheme Exercise
Clerical Assistant to Assistant Clerical Officer
Application Form
	局／部門
Bureau/Department
	
	
	序號
Serial No.
	

	
	
	
	
	(只供有關局／部門填寫
For official use only)


申請人須知
Notes for Applicants

(a)
申請人必須填報申請表格內要求提供的所有個人資料，但已註明可選擇是否填報的資料則屬例外。申請人如未能提供全部所需資料，或所填寫的資料未能清楚顯示申請人具有有關職位所規定最起碼的資歷、工作經驗或其他條件，其申請不會受理。

Your provision of all the personal data requested in this form is obligatory, except those items clearly marked as optional.  Your application will not be considered if you fail to provide all information as requested or it is not clear from your statements that you have the minimum qualifications, experience or other requirements specified for the job.

(b)
申請人在申請表格內提供的個人資料，將用於這次在職轉任計劃以及其他與僱用有關的事宜上。如有需要，有關資料可能會送交獲授權處理有關資料的政府部門及其他組織或機構，用以進行與這次在職轉任計劃及僱用有關的事宜，例如資歷評審、體格檢查、局／部門推薦及操守審查等。在一般情況下，未獲取錄申請人的資料將於申請落選日期後12 個月全部銷毀。

The personal data provided in this form will be used for this in-service appointment scheme (IAS) exercise and other employment-related purposes.  It may be provided to government departments and other organisations or agencies authorised to process the information for purposes relating to this IAS exercise and employment e.g. qualifications assessment, medical examination, bureau’s/department’s reference and integrity checking, etc. as may be necessary.  Information on unsuccessful applicants will normally be destroyed 12 months after rejection of the applications.

(c)
遞交申請表格後，在表格內提供的資料如有任何更改，申請人必須透過所屬局／部門通知一般職系處。

You are required to notify the General Grades Office via your serving bureau/department if there are any subsequent changes to the information provided after submission of the application form.

(d)
遞交申請表格後，如欲查詢與這次在職轉任計劃有關的事宜，請與所屬局／部門的負責人員聯絡。

For enquiries on matters relating to this IAS exercise after submission of the application form, please contact the subject officer of your serving bureau/department.

A部 Section A
個人資料 Personal Particulars
	姓名
Name
	：
	(英文)
(English)
	
	
	(中文)
(Chinese)
	
	

	
	
	
	
	
	
	

	香港身份證號碼
	：
	
	
	
	聯絡電話
	：
	

	HKIC Number
	
	
	(    )
	
	Contact Tel. No.
	
	

	
	
	
	
	
	

	住址
Residential Address

	：
	室
Flat/Room
	
	樓
Floor
	
	座
Block
	

	
	
	
	
	
	

	
	
	大／屋苑／街道及門牌
Building/Estate/Street & No.
	

	
	
	
	
	
	

	
	
	分區
District
	

	
	
	
	
	
	

	
	
	
	香港*
	
	九龍*
	
	新界*(如屬離島，請註明)
	


	
	
	
	HK*
	
	Kln*
	
	NT* (Please specify if on outlying island)
	


	
	
	
	
	
	
	
	
	


* 
請在適當空格填上 “(”
 
Please ‘(’ in the appropriate box
1. 本人已取得一般職系處長二零一二年三月五日的便箋（檔號：(3) in GG/15/215 Pt.11）第5(IV)段所列的學歷資格，並提供詳情如下：
I have attained the academic qualification stipulated in paragraph 5(IV) of the Director of General Grades’ memo (ref.: (3) in GG/15/215 Pt.11) dated 5.3.2012 and provide details as follows–
	
	(i) 公開考試 Public Examination

	
	

	
	考試
（例如：香港中學會考）
Examination

(e.g. HKCEE)
	考試年份
Year of

Examination
	所得等級　Grade/Level obtained

	
	
	
	中國語文
Chinese

Language
	英國語文*
English Language*
	數學
Mathematics

	
	
	
	
	
	
	課程甲
	
	

	
	
	
	
	
	
	Syllabus A
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	課程乙
	
	

	
	
	
	
	
	
	Syllabus B
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	(ii) 已取得的學歷 Qualification Obtained

	
	

	
	曾經就讀的學校、學院、大學

Schools, Colleges, Universities Attended
	就讀的班級／課程及
已取得的學歷

Class/Programmes Attended and Qualification Obtained
	就讀日期

(月／年)

Date (Month/Year)

	
	
	
	
	

	
	
	
	
	


2.
本人在一般職系處所舉行的技能測驗的記錄如下：
My record in the Skills Test conducted by the General Grades Office is as follows–
	中文文書處理
	：
	
	已取得及格成績（中文文書處理速度達每分鐘20字）*

	Chinese word processing
	
	
	Passed (Chinese word processing speed of 20 w.p.m.)

	
	
	
	

	
	
	
	仍未取得及格成績*

	
	
	
	Have not passed

	
	
	
	

	英文文書處理／打字
	：
	
	已取得及格成績（英文文書處理速度達每分鐘30字）*

	English word processing / typing
	
	
	Passed (English word processing speed of 30 w.p.m.)

	
	
	
	

	
	
	
	仍未取得及格成績*

	
	
	
	Have not passed

	
	
	
	

	
	
	
	獲豁免(適用於由打字員轉任文書助理或前為資料處理員職系人員的申請人) *

	
	
	
	

	
	
	
	Exempted (Applicable to those applicants who are typist-turned Clerical Assistants or ex-Data Processor grade members)


* 
請在適當空格填上 “(”
 
Please ‘(’ in the appropriate box
.
	Microsoft Word 軟件應用^
	：
	
	已取得及格成績*

	Microsoft Word software application^
	
	
	Passed

	
	
	
	

	
	
	
	仍未取得及格成績*

	
	
	
	Have not passed

	
	
	
	

	Microsoft Excel 軟件應用^
	：
	
	已取得及格成績*

	Microsoft Excel software application^
	
	
	Passed

	
	
	
	

	
	
	
	仍未取得及格成績*

	
	
	
	Have not passed


^如須參加一般商業電腦軟件應用知識測驗，請選擇軟件應用版本：
Please select the software version if you are required to attend the test on the application of common business software : 

	

	Microsoft Office 2003*
Microsoft Office 2007*


	3.
你是否殘疾人士？*（可選擇是否填寫）
	是
	
	
	
否

	

	
Are you an applicant with a disability? *(Optional)
	Yes
	
	
	No
	

	
	
	
	
	

	

	
(a) 
如為殘疾人士，請註明殘疾性質及程度（可選擇是否填寫）
	

	
If yes, please indicate nature and degree of disability (Optional)
	

	
	

	(b) 請註明在參加技能測驗／面試時，是否需要特別的安排

	Please specify whether you need special arrangement for taking the Skills Test/attending the interview.

	

	
	測驗*
	：
	是
	
	
	否
	
	

	
	Test*
	
	Yes
	
	
	No
	
	

	
( 如需要特別的測驗安排，請列明有關要求 )
	

	(If yes, please specify the arrangement required for the test)
	

	
	
	
	
	
	
	
	
	

	
	面試*
	：
	是
	
	
	否
	
	

	
	Interview*
	
	Yes
	
	
	No
	
	

	
( 如需要特別的面試安排，請列明有關要求 )
	

	(If yes, please specify the arrangement required for interview)
	

	
	
	
	
	
	
	

	4.
由二零零六年四月至二零一二年三月，你是否有任何紀律懲處記錄？*
	是
	
	
	否
	

	Do you have any previous record(s) of disciplinary punishment for the period from April 2006 to March 2012?*
	Yes
	
	
	No
	

	
	
	
	
	
	

	如有，請列明詳情
	
	
	
	
	
	

	If yes, please give details
                                          
	
	
	
	
	
	

	

	* 
請在適當空格填上 “(”
 
Please  ‘(’  in the appropriate box


B 部 Section B
個人聲明  Personal Declarations 

本人明白，倘若故意虛報資料或隱瞞重要事實，當局會對本人採取紀律行動，本人亦會喪失今次轉任計劃下的聘用資格。
I understand that if I willfully give any false information in this nomination form or withhold any material facts, it will render me liable to disciplinary action and disqualification for appointment under this exercise.

本人明白並同意，如有需要，以上提供的資料會送交獲授權處理有關資料的政府部門及其他組織或機構，用以進行與這次轉任計劃有關的事宜，例如資歷評審、體格檢查、局／部門推薦及操守審查等。
I understand and accept that the information given above will be provided to government departments and other organisations or agencies authorised to process the information for purposes relating to this exercise e.g. qualifications assessment, medical examination, bureau’s/department’s reference and integrity checking, etc. as may be necessary.

	日期  
Date
	
	
	簽署  
Signature
	


C 部 Section C 
由局／部門填寫 To be completed by Bureau/Department
申請已經審核，我確認申請人#符合申請資格。／不符合申請資格，並且已獲通知。
The application has been checked.  I confirm that the applicant is #eligible to apply. /ineligible to apply and the applicant has been notified accordingly.
	
	
簽署
Signature 
	：
	

	
	
	
	

	
	姓名
Name
	：
	

	
	
	
	

	
	職銜
Designation
	：
	

	
	
	
	

	
	局／部門
Bureau/Department
	：
	

	
	
	
	

	
	聯絡電話
Contact Tel. No.
	：
	

	
	
	
	

	
	日期
Date 
	：
	


#
請刪去不適用者

Please delete where inappropriate
附錄 I


	Appendix I














