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	Prequalification Questionnaire for Recruitment Agents

	
	
	
	
	
	
	
	
	
	

	Scope of Service
	
	
	
	
	
	
	
	

	The approved Recruitment Agent will be engaged on an as-and-when required basis to provide recruitment services to MTR Corporation Limited (the Corporation) for the engineering, technical, professional and non-technical staff for our expanding business in Hong Kong and overseas. The candidates recruited may be required to station and work in Hong Kong and/or other overseas offices. 

	
	


	
	
	
	
	
	
	
	

	1.  Service Requirement 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	The service requirement is specified below. You are required to confirm your service provision by completing the table.


	Item
	Service Requirement
	Service Provision
(please check the box where appropriate)

	1.1
	To specify areas of expertise                                                                                                                          
(Please fill-in the Appendix 1 (attached table) for the ranking of your company's competences / strengths in recruiting disciplines)
	
☐Yes   ☐No


	1.2
	To assign a dedicated team of key consultant/s for the Corporation [Please input the name(s) of all dedicated consultant/s, including areas of expertise and years of experience.  You may also enclose profile of each consultant.] 
	 ☐Yes   ☐No

	 
	Name:
	Areas of Expertise:
	Yrs of Experience:
	

	 
	1)
	
	
	

	 
	2)
	 
	
	

	 
	3)
	
	
	

	 
	4)
	
	
	

	 
	5)
	
	
	

	 
	6)
	 
	
	




	 1.3
	Search methodology (at consultant's costs)
	 

	 
	· Job Board
	☐Yes   ☐No

	 
	· Social Media e.g. LinkedIn
	☐Yes   ☐No

	 
	· Direct search
	☐Yes   ☐No

	 
	· Others (please specify)
	
	 

	 
	1)
	 
	 
	 
	 
	 
	 
	
	 

	 
	2)
	 
	 
	 
	 
	 
	 
	
	 

	 
	Selection services (at consultant's costs)
	

	 
	· Screening and shortlisting (initial contact / interview with candidates)
	☐Yes   ☐No

	 
	· Seek consent from candidates on collecting personal information and transferring such information to the Corporation
	☐Yes   ☐No

	 
	· Provide signed personal information collection statement (PICS) and interview assessment report with recommendations 
	☐Yes   ☐No

	 
	· Arrange video conferencing for the Corporation
	☐Yes   ☐No

	 
	· Arrange candidates for interview in Hong Kong (if necessary) with the Corporation
	☐Yes   ☐No

	 
	· Undertake reference check and due diligence
	☐Yes   ☐No



	2. Terms of Business
The terms of business are specified below. You are required to confirm your compliance as below.

	Item
	Terms
	Compliance

	





2.1
	To accept agency fee fixed and capped at the following terms:-
 
(i) Managerial Posts
Standard fee not exceeding 20% of the annual guaranteed package (excluding gratuity and discretionary bonus), i.e. salary and fixed term allowance or an agreed lump sum, whichever is lower on a contingency basis
 
(ii) Non-managerial Posts
Standard fee not exceeding 15% of the annual guaranteed package (excluding gratuity and discretionary bonus), i.e. salary and fixed term allowance (if any) or an agreed lump sum, whichever is lower on a contingency basis
	☐Yes   ☐No


	2.2
	To provide free replacement service in case a placed candidate leaves employment of any reason within 6 months' service (managerial posts) / 3 months' service (non-managerial posts)
	☐Yes   ☐No

	2.3
	All the costs incurred in item 5 (Value-added Services) shall be included in the standard agency fee specified in above Item 2.1
	☐Yes   ☐No

	2.4
	To offer a discounted corporate rate for the Corporation if the cumulative number of successful placements exceeds five (5) upon request
	☐Yes   ☐No

	2.5
	To accept this non-exclusive service engagement and the Corporation may conduct direct recruitment and / or may at its discretion appoint any or all of the approved agents on its approved list
	☐Yes   ☐No



3. General Terms & Conditions
The General Terms & Conditions are enclosed. You are required to confirm your compliance as below with a copy of your privacy statement as well as the PICS.

	Item
	Compliance

	3
	☐Yes   ☐No



4. Job Reference
[bookmark: _Int_JE1mvxXI]Please provide five (5) key job references within the past 3 years for recruitment of engineering, technical, professional and non-technical posts below. Please also provide at least two (2) relevant supporting documents issued by the clients provided below to demonstrate your satisfactory performance. At least one (1) or two (2) job references should demonstrate successful placement of managerial or senior-level positions (M10 or above). Invoice, offer confirmation email, and reference letter may also be considered as relevant supporting documents.
	Item
	Name of Clients
	Identified Post
	Position level*
	Year of Services
	Contact Person/ Phone No. / Email
	Relevant Supporting Document Enclosed

	
	
	Title
	Discipline
	Annual Package
	
	
	
	

	4.1
	 
	 
	 
	 
	
	 
	 
	☐Yes  ☐No

	4.2
	 
	 
	 
	 
	
	 
	 
	☐Yes   ☐No

	4.3
	 
	 
	 
	 
	
	 
	 
	☐Yes   ☐No

	4.4
	 
	 
	 
	 
	
	 
	 
	☐Yes   ☐No

	4.5
	 
	 
	 
	 
	
	 
	 
	☐Yes   ☐No


* Please indicate the applicable position level of the identified post (e.g. Non-management, Supervisory, Management, Executive)
5. Value-added Services
The service requirement is specified below. You are required to confirm your service availability and provide details of your offer by completing the table.
	Item
	Service Requirement
	Service Provision
	Please specify details or other supplementary information

	5.1
	To identify candidates with experience in the railway industry
	☐Yes  ☐No
	

	5.2
	To provide global database search services relating to the selection process
	☐Yes  ☐No
	

	5.3
	To upload potential candidates' information to the online recruitment platform of the Corporation (refer to Appendix 2)
	☐Yes  ☐No
	


6. Geographical Office Locations
Please provide information on geographical office locations:
	Item
	Geographical
	Availability
	Please specify details (e.g. No. of office, No. of staff and location)

	6.1
	Hong Kong Office
	☐Yes  ☐No
	

	6.2
	Macau Office
	☐Yes  ☐No
	

	6.3
	Chinese Mainland Office
	☐Yes  ☐No
	

	6.4
	Asia Office
	☐Yes  ☐No
	

	6.5
	Overseas Office (other than Asia) 
	☐Yes  ☐No
	



7. Other Information
Please provide information on below requirement.
	Item
	Requirement
	Availability
	Please specify details or other supplementary information

	7.1 Response Time
	(a) Shortlist potential candidates and share CV within 2 weeks, please specify if “No”.
	☐Yes  ☐No
	

	
	(b) Arrange interviews with shortlisted candidates within 2 weeks, please specify if “No”.
	☐Yes  ☐No
	

	
	(c) Confirm offers to identify candidates within 1 week, please specify if “No”.
	☐Yes  ☐No
	

	7.2 Non-annual Package 
	[bookmark: _Int_jj1y4cn5]Please indicate whether the agent has any charging mechanism for candidates whose remuneration is not based on annual guaranteed package, e.g. part-time, hourly-rated or daily-rated candidates. If “Yes”, please specify the charging mechanism.
	☐Yes  ☐No
	





	
	
	

	Name of Contact Person & Title

	
	Telephone number

	
	
	

	Company Name
	
	Date

	
	
	

	
	
	

	Address
	
	

	
	
	

	
	
	

	Email address
	
	Website
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