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Appendix

1.	 Purpose of salary benchmark studies

	 Regular salary benchmark surveys should be conducted to keep abreast of market trends and find out 
	 whether employees are being paid above or below the targeted pay positioning, in order to attract, motivate 
	 and retain employees. 

2.	 Steps to ensure fair and effective annual salary benchmark studies & reviews

Appendix II – Process for conducting salary 			
	 benchmark studies & reviews

Search the market for available salary surveys and select 
the most suitable one among multiple providers

Review the roles and responsibilities of employees 
at your organisation

Use the job matching methodology of the survey provider to ensure 
correct matching of individual positions

Compare organisation position pay to benchmarked position pay, 
and find discrepancies in pay positioning

Adjust employee remuneration in line with organisation pay strategy, 
market positioning, individual performance and 

organisation performance
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搜集市場上合適的薪金調查，及在多間

服務供應者中選取最合適的一間

檢閱機構內僱員的角色和職責

使用調查供應商提供的職位配對方法，確保能正確地

配對個別職位

機構的職位薪酬和基準職位的薪酬作比較，以找出薪酬差距

調整僱員的薪酬以符合機構的薪酬政策、市場定位、個人工作

表現和機構業績等

1.	 薪酬基準的目的
	

	 定期進行薪酬基準調查可確保薪酬水平與市場趨勢同步，根據目標的薪酬定位找出僱員的薪酬是高於	

	 還是低於市場水平，用以吸引、激勵和挽留僱員。

2.	 公平和有效地進行年度薪酬基準研究及檢討的步驟

附錄二 - 進行有關薪酬基準的研究和檢討




