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VACANCY ORDER FORM

Employers who wish to recruit direct employees through the Labour Department should complete Vacancy Order Forms and return them to the department’s Job Vacancy Processing Centre by fax at 2566 3331. Staff of the Labour Department will follow up with the employers concerned promptly.

Before filling in the Vacancy Order Form, please read the points to note listed on the form and the following Personal Data Policy Statement: 

Purpose of Collection

1.

The personal data as provided by an employer to the Labour Department or by means of the Vacancy Order Form will be used by the Labour Department for introduction of job seekers or other related purpose. The provision of personal data by the employer is voluntary. However, if the employer does not provide sufficient information, the Labour Department may not be able to introduce job seekers to the employer concerned.

Classes of Transferees

2.

The personal data mentioned above may be disclosed to job seekers or other related bodies including the Employees Retraining Board and its training bodies in order to introduce job seekers to the employer concerned.  Subject to the employer’s consent, information regarding the employer’s company name, contact person and telephone number will also be shown on display cards and through the Internet or other publicity channels so that job seekers can contact the employer direct by phone to arrange interviews.

Access to Personal Data

3.

The employer concerned have a right of access and correction in respect of his/her personal data as provided for in Sections 18 and 22 and Principle 6 of Schedule 1 of the Personal Data (Privacy) Ordinance. The right of access includes the right to obtain a copy of record of his/her personal data.

Enquiries

4.

Enquiries concerning the personal data collected by means of Vacancy Order Form including the making of access and corrections, should be addressed to the Manager of the Job Vacancy Processing Centre at 9/F, Cornwall House, Taikoo Place, 979 King’s Road, Quarry Bay, Hong Kong.

