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INTRODUCTION          

The gradual shift in demographics along with the advent of technology and globalisation has posed 
new challenges and opportunities for companies operating in Singapore’s borderless business 
landscape. The level of competition has increased as companies strive to meet the ever-changing 
needs of consumers. At the same time, the demand and competition for talent and resources has 
also spiked as companies continuously seek to maintain their competitive advantage within the 
marketplace. 

DEFINITION

The term ‘Age Management’ is defined as the range of approaches to equip companies with the 
skills and knowledge when attracting, managing and retaining mature workers, so as to achieve 
organisational goals.

Specifically, Age Management refers to the multi-disciplined approach aimed at assisting employers 
to manage and assimilate mature workers and the contingent workforce into the organisation. It 
encompasses various dimensions within the organisation such as recruitment and selection, job 
re-design, multi-generational workforce management, performance management and well-being 
programmes.

AGE MANAGEMENT TOOLKIT

This Age Management Toolkit aims to provide employers with the necessary knowledge and tools 
to facilitate the adoption of Age Management practices at the workplace. This toolkit will cover a 
range of chapters from recruitment, performance management to well-being programmes with the 
intent to offer guidance for a holistic approach to Age Management. 

The seven chapters covered in this toolkit have been categorised into three broad sections:

1. Hiring 
 This section covers the range of activities involved during the recruitment and selection
 process, and provides employers insights into the different approaches to attract
 mature workers. 

2. Managing
 This section delves into the practices that employers can adopt to meet the on-going
 needs of mature workers in the organisation. 

3. Engaging 
 This section provides guidelines into how pro-active steps can be taken to assimilate
 mature workers through the creation of an enriching and inclusive work environment.

AGE MANAGEMENT TOOLKIT



SINGAPORE’S DEMOGRAPHIC LANDSCAPE AND AGEING 
WORKFORCE

Given the gradual ageing of the Singapore workforce, it is essential that companies remain adaptable 
to the impact of this development. The following sections provide data on some key statistics of the 
Singapore workforce: 

•	 Median	Age	of	the	Workforce
 Over the years, Singapore has experienced a low and decreasing birth rate. In 2011, the Total 
 Fertility Rate (TFR) was 1.201, a rate far lower than the replacement rate of 2.1 recorded more 
 than three decades ago. This falling TFR coupled with the increase in life expectancy from 66 
 years in 1970 to 82 years in 2010, has resulted in the nation experiencing a shrinking and 
 ageing population. The median age of the Singapore workforce is currently 42 years, this is in 
 contrast to 39 years a decade earlier.  

 

The percentage of the workforce aged 55 and above made up 19.4% of the entire resident working 
population in 2012. The number of employees exiting the workforce currently is 123,000 with 
245,000 entering the workforce in 2012. However, in 2030 it is projected that only 171,000 people 
will be entering the workforce with an expected 258,000 leaving the workforce resulting in a shortfall 
of 87,000 employees.  

1Population White Paper
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Entry and Exit of Citizens from Working Ages       Entry and Exit of Citizens from Working Ages
(in 2012)               (in 2030)

With	Singapore’s	current	and	future	climate	set	out	as	such,	it	is	essential	that	companies	begin	to	
plan	and	prepare	for	what	lies	ahead.	While	the	past	practice	of	turning	to	foreign	workers	may	have	
helped organisations tide through difficulties posed by Singapore’s ageing workforce, this practice 
should no longer act as the go-to solution. In light of the government’s present efforts to build a 
stronger and more inclusive Singapore core, recent legislative changes in foreign worker policy 
has led to the MOM’s decision to reduce the influx of foreign workers2. As such, moving forward, 
companies need to consider alternative options.

SINGAPORE’S MATURE WORKERS AND CONTINGENT WORKFORCE

With	a	growing	pool	of	experienced	and	skilled	mature	workers	in	Singapore,	companies	ought	to	
consider tapping on these workers either through re-employment or employment to stay ahead of 
the competition.
 
For the purpose of this toolkit, mature workers in Singapore typically refer to workers above 40 
years of age. The local contingent workforce refers to the resident labour force that is hired on a 
non-permanent basis. This includes contract workers, part-time workers, freelancers, consultants, 
interns and temporary workers including the alternative workforce made up of former offenders, 
back-to-work mothers, persons with disabilities and mature workers. 

Tapping on mature workers and those nearing retirement, as well as the contingent workforce 
presents organisations with a new source of skilled and experienced workers. However, in order 
to address the challenges and opportunities presented by the current dynamics of Singapore’s 
landscape, adoption of Age Management practices will be required to manage a multi-generational 
workforce.

2 http://sg.news.yahoo.com/blogs/singaporescene/singapore-gov-t-tighten-foreign-worker-quota-081803198.html
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CHANGING PERCEPTIONS OF MATURE WORKERS

Age Management involves promoting age diversity, changing attitudes, adjusting the organisation’s 
infrastructure and creating an inclusive workplace to meet the needs of a multi-generational 
workforce.  

A study conducted by TAFEP in May 2013 revealed that mature workers in fact, brought along a 
greater amount of benefits in comparison to younger workers, as shown below:

With	proper	management	of	a	multi-generational	workforce,	the	following	benefits	can	be	gained:
 

 •	 Increase	in	employer	branding

	 •	 Increase	customer	satisfaction

	 •	 Increase	in	innovation,	productivity	and	efficiency

	 •	 Increase	in	an	organisation’s	adaptability

	 •	 Increase	in	employee	motivation	and	job	satisfaction

	 •	 Increase	in	talent	attraction	and	retention

	 •	 Increase	talent	pool	selection

INTRODUCTION

 



CONCLUSION

Procuring leadership support is key to the success of adopting Age Management practices. 
Sponsorship of programmes by senior management ensures that the programmes designed would 
receive strong support from employees in terms of participation and continuity of the practices. 
Commitment from this group enables the development of an organisational culture of inclusiveness 
and respect for diversity.

Understanding the demographics of the employee population is an important step toward the 
implementation of Age Management practices. All organisations are unique in their makeup. 
The added complexity of no one-size-fits-all in today’s current business environment requires a 
certain amount of creativity and flexibility when formulating policies, and designing and executing 
programmes. 

AGE MANAGEMENT TOOLKIT
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1.   INTRODUCTION          

 
This chapter covers the fair employment practices when recruiting and selecting mature employees 
on a set of merit-based criteria, such as skills, experience or the ability to perform the job. This 
ensures that candidates are assessed fairly and objectively. In order to create a hiring process that 
assesses candidates equally, factors such as age, gender, race, religion, marital status or disability 
should not influence the decision-making process. 

2.   PURPOSE

This chapter establishes the guidelines on the adoption of fair employment practices so that 
companies may tap into Singapore’s contingent workforce and augment its current HR policies. This 
chapter is intended to encourage employers to integrate fair employment practices when managing 
mature workers and the company’s diverse workforce. These guidelines apply to both permanent 
and contract positions, including part-time employees.

3.   BENEFITS

Adopting fair employment practices provide companies with a strategic and business advantage 
when	attracting	and	retaining	 talent.	With	Singapore’s	ageing	population	and	competitive	 labour	
market, organisations with a merit-based and objective recruitment process will be able to reap the 
following benefits:

•	 Access to a larger talent pool
With	a	recruitment	and	selection	process	based	on	a	set	of	objective	and	merit-based	criteria,	
companies can tap on a wider pool of prospective candidates who are assessed on skills, 
experience and qualifications rather than limiting factors such as ethnicity, religion, marital 
status, gender, and age. 

•	 Increase in productivity 
 Adopting fair employment practices enables companies to recruit talents with the best fit,
 qualifications and experience for the position required, thereby increasing organisational 
 performance and productivity. 

•	 Increase in adaptability, innovation and motivation 
In today’s global market, companies with a diverse workforce, facilitated by fair employment 
practices, will be better equipped to handle business challenges and changing economic 
conditions. The interactions between different cultures, backgrounds and experience also 
create a platform for knowledge sharing, thereby spurring innovation and motivation between 
employees.

CHAPTER 1
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•	 Increase	in	talent	retention	and	employer	branding
Fair employment is not only crucial when attracting talent, but also when retaining quality 
employees.	With	 the	 high	demand	 for	 talent	 in	 today’s	 global	 and	borderless	 employment	
market, companies are often faced with problems of talent retention. Hence, it is essential for 
organisations to build their reputation as fair employers. The cultivation of fair employment 
practices, which help to boost staff morale and loyalty, will in turn strengthen organisational 
branding as employers of choice.

4.  GUIDELINES

The Tripartite Guidelines on fair employment practices set out fair employment practices for 
adoption by employers. It aims to encourage employers to augment current HR policies and adopt 
progressive HR practices that will benefit both employers and employees. The five principles of fair 
employment practices that underline the Tripartite guidelines are:

1. Recruit and select employees on the basis of merit (such as skills, experience or ability 
 to perform the job) and regardless of age, race, gender, religion, family status or disability.

2. Treat employees fairly and with respect and implement progressive human resource 
 management systems.

3. Provide employees with equal opportunity to be considered for training and development 
 based on their strengths and needs, to help them achieve their full potential.

4. Reward employees fairly based on their ability, performance, contribution and experience.

5. Abide by labour laws and adopt Tripartite guidelines which promote fair employment practices.
 
Cultivation of fair employment practices when recruiting and selecting prospective candidates, 
especially mature workers, is vital for the reasons stated below:

•			Recruiting	the	candidate	best	suited	for	the	job	

•			Ensuring	openness	and	transparency	during	the	hiring	process

•			Allowing	greater	confidence	in	the	outcome	of	the	hiring	process

Implementing fair employment practices begins with senior management echoing the sponsorship 
of these principles, and incorporating these principles into the organisational philosophy. HR also 
plays an important role of the custodian during all stages of the recruitment and selection process.

Please refer to TAFEP (www.tafep.sg) for more information relating to on-going training workshops and e-learning sessions.
Please refer to Tripartite Fair Employment Guidelines (http://www.tafep.sg/assets/Files/documents/Resources%20-%20
Tripartite%20Guidelines%20on%20FEP%20Booklet%20(English).pdf) for more information.

FAIR EMPLOYMENT



10

CHAPTER 1

4.1.  RECRUITING THE RIGHT CANDIDATES

Recruiting the right candidate involves more than just developing job advertisements and conducting 
interviews. Careful planning, organisation and thought must be invested during the recruitment 
process to ensure that all potential candidates are evaluated objectively. This begins with HR working 
with line managers to identify a set of objective criteria. These factors may include:

•	 Number	of	years	and	type	of	experience	required	

•	 Skills	and	expertise	required

•	 Educational	qualifications	required

•	 Specific	job	characteristics,	if	any	e.g.	frequent	travel,	late	work	hours,	heavy	lifting	involved,	etc.		

Factors that may not bear direct relevance to the candidate’s potential performance on the job 
should not be used to evaluate suitability. These include:

•	 Age

•	 Gender

•	 Ethnicity

•	 Religion

•	 Marital	Status

•	 Physical	and	other	disabilities
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4.1.1.  RECRUITMENT CHANNELS FOR MATURE WORKERS

In order to tap on Singapore’s mature workforce, it is essential that the right recruitment channels 
are adopted and the right messages are communicated. Companies need to recognise that as 
the profile of mature workers can vary in terms of qualifications, experience and skills, proper 
identification and segmentation of the target applicants is required.  

As such, tapping on the appropriate recruitment channels in order to reach out to the right segments 
within these mature workers is necessary. The following channels may be considered when reaching 
out to mature workers:
 
•	 Employee	Referral	Programme
 

 - Employee Referral Programmes are programmes where employees are rewarded with
   cash incentives, gifts or vouchers for introducing a potential candidate to the company
   successfully.

•	 Job	Advertisements	in	local	newspapers
 

 - Posting job advertisements in newspapers which are widely read by mature workers is
   one of the most common recruitment channels to solicit a pool of potential candidates to 
   select from.

•	 Recruitment	Agencies
 

 - Companies can tap on job placement agencies such as HireRight Pte Ltd (http://www.
   hireright.com.sg) and TCC Solutions Pte Ltd (http://www.tccsolutions.com.sg).

•	 Flyers
 

 - Listing employment opportunities through flyers may be a better recruitment channel as
   mature workers are less familiar with social media and online recruitment channels.

•	 Caliberlink	and	its	recruitment	activities
 

 - CaliberLink is a one-stop service point for Professionals, Managers and Executives (PMEs). 
   Employers recruiting PMEs may consider tapping on this channel: http://www.caliberlink.
   com.sg

•	 WDA	Career	Centre	at	Community	Development	Councils	(CDCs)	and	its	recruitment	activities
 

 - Employers may consider tapping on the recruitment platforms at the several CDCs:
   
	 		 •	 Central	Singapore	Community	Development	Council
    (http://www.centralsingaporecdc.org.sg/employment-services/)

	 		 •	 Northeast	Community	Development	Council
     (http://northeastcdc.org.sg/jobs-training/)

FAIR EMPLOYMENT
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	 		 •	 Northwest	Community	Development	Council
    (http://www.northwestcdc.org.sg/index.php?option=com_content&view=article&id=
    183&Itemid=122)
 
	 		 •	 Southwest	Community	Development	Council
    (http://www.southwestcdc.org.sg/index.php?option=com_content&view=article&id=
    154&Itemid=269)

	 		 •	 Southeast	Community	Development	Council
    (http://www.southeastcdc.org.sg/index.php/site/page?view=employment)

•	 Active	Ageing	Committees	in	Community	Centres
 

 - Community centres with active ageing committees often organise events for mature
   workers to get together. Employers who wish to attract mature workers may consider
   contacting these committees to identify potential candidates.

•	 Continuing	Education	and	Training	Centres	(CETCs)	

 - Employers can recruit skilled workers through the recruitment events, networking sessions 
   and career seminars organised or hosted by CET campuses.
   (http://www.cetcampuses.edu.sg/content/cetcampuses/web/what_we_offer/for_
   employers.html) 

4.1.2.		 JOB	ADVERTISEMENTS	AND	APPLICATION	FORMS

When	crafting	job	advertisements, employers should be sensitive of the choice of words used to 
avoid misunderstanding from arising. Specific job requirements that may call for a specific gender, 
race or age group ought to be explained and stated. Similarly job	application	forms should avoid 
requesting information such as age, gender, race and religion and marital status unless the candidate 
has been shortlisted and information is required for administrative purposes.

The following are critera which can result in misunderstanding and require more caution on the part 
of employers especially in the preparation of job advertisements:

•	 Age

 - HR should avoid indicating a preference for a particular age group, such as “Looking for
   applicants between ages 20-30” or “Fresh graduates only”.

 - However if the job vacancy is suited for mature workers, employers may state so in job
   advertisements. For example, “Recruiting cashiers. Job is suited for mature workers”*.

*Reference made to Tripartite Guidelines to Non-Discriminatory Job-Advertisements: http://www.tafep.sg/assets/Files/
documents/Resources%20-%20Tripartite%20Guidelines%20on%20FEP%20Booklet%20(English).pdf
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 - Specific job-related criteria may be included in the job advertisement to ensure the 
   right candidates are recruited. For instance, if the nature of the job involves a great 
   deal of heavy lifting and is physically demanding, job advertisements should state the 
   required physical attributes, rather than providing a preference for younger workers or an 
   age limit.

•	 Ethnicity	and	religion

 - Phrases such as “Chinese preferred” or “Only Malay workers” should be avoided as they
   go against fair employment practices. Unless the job requires candidates to perform 
   religious rituals, religion should be excluded as well.

•	 Language

 - If the nature of the job requires a level of proficiency in a particular language, employers
   should phrase the advertisements carefully. For instance, “Tour guides to lead Chinese
   tour groups wanted. Conversational Mandarin is a must. Knowledge of Mandarin dialects 
   preferred”.

•	 Gender

 - Unless the nature of the job requires a particular gender, words or phrases
   such as “male working environment” or “females preferred” should be avoided.

•	 Marital	Status

 - Marital status is an irrelevant criterion because both married and single
   persons have the capability and potential to perform job functions equally well.

4.2.   SELECTING THE RIGHT CANDIDATES

Once a pool of potential candidates 
has been shortlisted based on the job 
requirements and recruitment criteria, 
employers may begin the interviewing 
process to assess each candidate’s 
suitability for the job as well as the 
company.

FAIR EMPLOYMENT
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4.2.1.	 JOB	INTERVIEWS

Before delving into the interview process immediately, pre-interview measures should be taken to 
ensure that the selection process abides by the guidelines of fair employment:

•	 HR	needs	to	ensure	that	the	panel	of	interviewers	are	advocates	of	fair	employment	practices.

•	 Guides,	checklists	and	other	relevant	materials	should	be	provided	to	interviewers	to	ensure
 adequate preparation. 

•	 Employers	should	be	conscious	of	possible	biases	or	stereotypes	that	may	be	present.	

During the interview process, hiring managers should also exercise caution when asking questions 
and evaluating candidates. For instance:

•	 Questions	asked	should	be	confined	to	those	relevant	to	assessing	the	candidate’s	suitability.
 If questions are perceived to be discriminatory, the reason for asking should be explained to
 prevent misunderstandings. 

•	 If	 the	 job	requires	a	special	commitment	such	as,	 late	hours	or	frequent	travel,	 interviewers
 should re-iterate the full details.

•	 When	evaluating	candidates,	interviewers	should	record	their	assessment	of	each	applicant’s
 suitability to ensure a fair selection is carried out.

Finally, after the interview has been conducted, HR should ensure that all applicants have been 
equally and fairly assessed in an unbiased way. The merit-based selection criteria should form the 
main basis for assessing the candidate’s suitability for the job. 
 

5.   CONCLUSION

This chapter covers the guiding principles and establishes ways in which fair employment practices 
can	 be	 integrated	 during	 the	 recruitment	 and	 selection	 of	 potential	 workers.	While	 HR	 plays	 a	
major role in ensuring that fair employment is practised within an organisation, advocacy of fair 
employment practices should not be the sole responsibility of HR. In order to sustain the value of 
fair and inclusive employment practices, business leaders need to set the tone and emphasise the 
importance of fair employment practices as well. This should also be reflected in organisational 
values, and supported across all ranks.

CHAPTER 1
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ROBINSON GROUP

Established in the 1930s, the Robinson Group is a Retail 
and F&B Group. It manages five Retail and F&B entities 
comprising Robinsons, John Little, Marks & Spencer, Coast 
and Costa Coffee. Today, the Robinson Group is part of 
the Al-Futtaim Group, which comprises a diverse range of 
strategically positioned operating subsidiaries and associate 
companies in the Gulf region and Asia Pacific.

FAIR EMPLOYMENT

Robinson Group currently hires a mix of young and mature 
workers: 24% of its employees are aged 40 to 54, 12% are 
aged 55 to 61, and 3 % are aged 62 and above. The Fair 
Employment Practices Policy was adopted and implemented 
in 2007 so as to ensure that workers are being treated fairly 
in several areas - recruitment, remuneration, appraisal, 
promotion, posting, training, dismissal, retrenchment and 
grievance handling.

RECRUITMENT AND SELECTION

Consistent effort is put in by management to maintain a 
fair and responsible recruitment and selection process; the 
company selection criteria for potential employees is based 
on skills, knowledge, minimum years’ of relevant experience 
and educational qualifications. For instance, skills assessment 
tests are given whenever appropriate to ensure fairness in 
candidate selection. An example would be the Math Test which is given to candidates to ensure that 
they possess the math proficiency required for Sales Associates. In addition, factors such as age, 
gender, race, religion are not included in job advertisements and not raised in job interviews, so as 
to encourage equal employment opportunity.  

Annual workshops on “Recruitment and Selection” and the “Employment Act” are conducted to 
inculcate corporate values and fair employment practices. This is to ensure that all parties involved 
in the hiring process understand the practices and rationale of Fair Employment. Finally, apart 
from the non-discriminatory measures and policies in place, Robinson Group also participates in 
the recruitment fair organised by E2i and conducts interviews on-site for a group of unemployed 
individuals, comprised largely mature workers and attendees of the Certified Service Professionals 
(CSP) programme.

CASE STUDY
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CASE STUDY
RE-EMPLOYMENT AND RECRUITMENT

Before the Retirement and Re-employment Act took effect in 2012, the Robinson Group had 
already started to re-employ their mature employees in 1998 by working closely with their unions to 
identify and offer re-employment to eligible mature employees six months before they were due for 
retirement. 

Two schemes, the flexi-work scheme and the permanent part-time scheme were made available to 
cater to the needs of mature employees and back-to-work women. The company’s accommodating 
shift pattern policies provide a better work-life balance for their workers without compromising on 
Robinson Group’s business needs.

RECOGNITION

Employees are also rewarded for their long service and loyalty to the organisation. Each recipient 
will receive a plaque, a commendation letter and monetary token of appreciation. 

Robinson Group’s efforts have been recognised by their mature employees and the organisation is 
constantly featured in the news. They have won the “Innovation in Recruitment” Award at the HRM 
Awards	2009,	“Exemplary	Employer”	Award	at	the	HRM	Awards	2010	and	“Workforce	Practices”	
Award at the HRM Awards 2011.

BENEFITS OF FAIR EMPLOYMENT PRACTICES

Because of their age management policies, the company’s workforce is able to enjoy a variety of 
different skills and experiences. This in turn has led to a reduction in skill shortages due to the wide 
spectrum of staff, improvements in response to organisational demands, improvements in the area 
of mentoring and learning between staff, increased ability to tackle often-differing aspects of job 
requirement, and increased customer satisfaction due to diverse skill sets. Other benefits include 
the increase in knowledge transfer between different age groups, increase in employee motivation 
and productivity, and enhanced organisational reputation.



17

7.  END-OF-CHAPTER CHECKLIST

Has	your	organisation	attended	Fair	Employment	Workshop	/	Training?

Has your organisation developed an employee handbook incorporating: 

o Codes for Fair Employment Practices?

o Codes for Fair Recruitment Practices?

o Codes for Age Management Practices?

Has your organisation communicated and increased awareness of contributions 
made by mature workers at the workplace to enhance acceptance and integration 
among co-workers?

Has your organisation shown that it is open to hiring mature workers in recruitment 
advertisements?

Has management shown support for fair employment by communicating 
information and benefits of fair employment practices to employees?

Has training been provided to individuals involved in the selection and interviewing 
process on appropriate interviewing practices within the last year?

Has HR reviewed job advertisements and job application forms to ensure that the 
proper information has been displayed?

CHECKLIST
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APPENDICES 

8.1.  NON-DISCRIMINATION POLICY SAMPLE

Below is a sample of a non-discrimination policy to be included in the organisation code of conduct, 
which helps to communicate the company’s support and commitment to fair employment practices.

[the	“Company”]	policy	is	to	sustain	a	working	
environment	 free	 from	 all	 forms	 of	 unlawful	
discrimination.	To	acknowledge	the	significance	
of	good	employee	relations,	all	mature	workers	
and	 prospective	 applicants	 are	 extended	 an	
equal	opportunity.

[the	 “Company”]	 ensures	 that	 all	 decisions	
on	 employment	 are	 based	 exclusively	 on	
individual’s	 qualification	 relating	 to	 the	 job	
position	/	requirements	without	regard	to	race,	
colour,	religion,	sex,	sexual	orientation,	marital	
status,	national	origin,	age	and	disability.	Mature	
workers’	benefits,	compensation,	terminations,	
promotions	etc.	are	applied	equally.

Any	form	of	discrimination	will	not	be	tolerated	
by	[the	“Company”]	and	appropriate	disciplinary	
action	will	be	taken.	
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8.2.  RECRUITMENT PROCEDURE CHECKLIST SAMPLE

[the Company] is committed to ensure that the recruitment and selection of all mature workers 
will be fair, open and transparent. Personal information received will be dealt with in the strictest 
confidentiality. Positions will be offered based on applicant’s competency, skills, knowledge and 
qualification.

Recruitment	Procedures:

1.	 Job	Description

 It includes:

  Job title 

	 	 Who	the	employee	will	report	to

  Details of specific duties and responsibilities

  Hours of work

2.	 Person	Specifications

 It includes:

  Experience

  Skills

  Knowledge

  Other relevant attributes

3.	 Job	Advertisements

 All posts clearly state that [the Company] is an equal opportunity employer. The advertisement 
 includes:

	 	 Name	of	the	company

  Job title

  Job description

  Location of position

  Experience and qualifications needed

  Full-time, part-time, temporary or permanent position

  Application process

  Closing date and time of application

CHECKLIST
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4.	 Job	Application	Forms

 Applicants would need to enclose a copy of their resume to the company via email, post, or
 alternative means. Only selected applicants will be required to complete the company hiring / 
 applicant form.
 
5.	 Shortlisting

 The shortlisting panel and interview panel will consist of the same people
 

  The selection panel agrees the selection criteria

  Assessment of applicant is based on information provided by the applicant 

  Applicants who meet the criteria are invited to attend the interview

  Shortlisting report on who is being selected

6.	 Selection	Process

  The candidate who receives the highest mark will have their references checked

  A reference is sought from the most recent employer

  Successful candidate is contacted

7.	 Induction

 Employees are provided with:

  Information on the company

  Terms and conditions of employment

  Staff handbook

  Policies and procedures of the company

Signed by: ____________________________ Date: ____________________

Reviewed by: __________________________ Date: ____________________

CHECKLIST
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1.  INTRODUCTION          
 
This chapter offers employers an alternative to recruiting and selecting mature workers. Re-
employment is the practice where employers provide retiring employees with the option to continue 
their	tenure,	or	employment,	 in	the	organisation.	While	this	is	so,	 it	 is	 important	for	employers	to	
realise that a re-employed worker may be hired for the same job function or position, or may be 
hired for another vacancy with different responsibilities.

2.  PURPOSE

This chapter establishes the guidelines on re-employment practices so that companies may tap 
into their internal talent pool and provide eligible retiring workers the option to continue their tenure 
or employment. In addition, this chapter provides information on the steps involved during the re-
employment of workers, such as identifying the right employees and adjusting the terms of the re-
employment contract where necessary. 

3.  BENEFITS

With	 the	 re-employment	 of	 experienced	 retiring	 workers,	 employers	 are	 in	 fact	 increasing	 and	
maximising their investment in human capital. Employers can continue to harness the benefits from 
the efforts spent and training provided to these mature workers in the organisation in several areas, 
as stated below:

•	 Address	labour	shortages	with	less	effort
With	the	high	turnover	and	demand	for	talent,	finding	the	right	talent	with	the	right	experience,	
skills and fit with the company is no mean feat. However, employers can save time and 
effort in finding suitable new hires by re-employing mature workers who have the expertise 
and knowledge to contribute to the company, and who are familiar with the organisation’s 
colleagues, culture and work processes.

•	 Maximise	expertise	and	increase	productivity
While	it	is	not	always	the	case	that	mature	workers	are	re-employed	for	the	same	job	function	
or position, the level of experience and expertise these retiring employees already possess 
can translate to a high level of productivity and high quality of work. In addition, the learning 
curve for these employees, should they be placed in new roles, will be less steep compared 
to new hires. This means that employers once again, will be able to save time and effort in the 
preparation of these workers for their new roles.

•	 Increase	in	talent	retention	and	loyalty
Re-employing mature workers is an excellent way to instil organisational loyalty simply 
because they often double-up as company ambassadors and company culture carriers. 
Having re-employed workers in the company sets an example to others, especially new hires,

CHAPTER 2
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on the possibilities of extending the longevity of one’s successful career despite having reached 
the retirement age. As such, employees are more inclined to stay and develop a career with 
the company.

•	 Increase	in	employer	branding
By offering re-employment opportunities, companies are portrayed in a favourable light as 
an employer of choice. Adopting fair employment practices and enabling skilled and capable 
mature workers to continue in the workplace increases the organisation’s employer branding, 
which in turn also increase talent retention and loyalty.

4.   GUIDELINES

In 2012, the Ministry of Manpower replaced the Retirement Age Act (RAA) with the Retirement and 
Re-employment Act (RRA) with the intent to encourage re-employment of mature workers. Similar 
to the RAA, the RRA maintains the minimum statutory retirement age at 62 and is applicable to all 
Singapore Citizens and Permanent Resident employees. However, unlike the RAA, the RRA requires 
employers to provide re-employment opportunities to eligible retiring employees.

The	 guidelines	 set	 out	 by	 the	 Tripartite	 Implementation	 Workgroup	 (TIWG)	 identify	 good	 re-
employment practices in several areas that employers should adopt in order to be adequately 
prepared for the re-employment of mature workers. These areas include:

•	 Planning	and	preparing	employees	for	re-employment
 a. Identifying eligible employees for re-employment*
 b. Re-employment planning and consultation*
 c. Job arrangements for re-employment^

•	 The	re-employment	contract
 d. Offer of re-employment*
 e. Duration of re-employment*
 f. Adjustments to wages and other benefits* 
 g. Termination with notice^

•	 Recognising	the	contributions	of	re-employed	employees^

•	 Providing	assistance	to	eligible	employees	whom	employers	are	unable	to	re-employ*

*For the purpose of assisting employers in the implementation during the initial stages of the re-employment process, these 
areas will be focused in greater detail in this chapter.
^These areas while relevant to re-employment will not be covered in this chapter. More information can be found in other 
chapters of this toolkit. 
Please refer to the Tripartite Guidelines of the Re-employment of Older Employees for more information.
(http://www.age-mgt.com/web/Contents/Contents.aspx?ContId=314) 
Please refer to Chapter 4 – Flexible Work Arrangements of the Age Management Toolkit for more information on Job 
Arrangements for Re-employment. 
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4.1.  RE-EMPLOYMENT PLANNING AND PREPARATION   
        
A long-term outlook in career planning should be taken when preparing retiring employees for 
re-employment. Employers should recognise that tapping on the company’s silver workforce will 
bring about several benefits, as mentioned in the previous section. A key factor to achieving a 
work arrangement that satisfies both mature workers and employers is flexibility, especially when 
introducing adjustments to facilitate the needs of the employee and employer.

The flowchart shows when HR should begin its re-employment assessment and the steps involved 
at the various stages. More will be covered later in this chapter.

4.1.1. IDENTIFYING ELIGIBLE MATURE WORKERS FOR 
  RE-EMPLOYMENT

With	the	RRA	legislation	in	effect,	employers	are	encouraged	to	offer	re-employment	opportunities	
to retiring employees. According to the Tripartite Guidelines, employers should aim to re-employ 
the majority of their mature employees. As a good practice, employers should offer re-employment 
contracts to all employees who are medically fit to continue working and whose performance are 
assessed	to	be	satisfactory	or	above.	While	the	RRA	refers	to	employees	at	62	years	of	age,	it	is	
important that employers also take other factors into consideration when assessing the eligibility of 
employees. These factors include:
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•Re-employed on a 1-year contract up to the age of 65, 
renewable yearly
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•	 Medical	Fitness
Jobs involving a certain level of physical activity or of a different nature from the employee’s 
previous position should be communicated to manage expectations. A medical evaluation is 
recommended as good practice so as to accurately determine if the mature worker is healthy 
and	 capable	 of	 fulfilling	 the	 job	 requirements.	 When	 medical	 evaluations	 are	 performed,	
explanations should be provided to the employees so as to avoid misunderstandings from 
arising. 

•	 Past	Performance	Appraisals
Past appraisals conducted during recent years should be reviewed when evaluating a mature 
worker’s	 performance.	 Workers	 with	 satisfactory	 reviews	 or	 with	 a	 level	 of	 performance	
surpassing the required level of performance to fulfil the job requirements should be deemed 
eligible. 

Employees deemed ineligible as a result of an unsatisfactory level of performance should 
be provided with feedback on ways in which they may improve. Training sessions and 
assistance should also be provided to encourage these employees and equip them with the 
right competencies and knowledge to perform their tasks. Doing so not only motivates these 
employees, but also provides employers with a larger pool of qualified and productive mature 
workers to re-employ.

•	 Mature	Worker’s	Retirement	Plan
While	 the	 RRA	 requires	 employers	 to	 offer	 re-employment	 opportunities	 to	 employees,	
employers should not assume that all retiring employees would be keen on re-employment. 
HR should engage the retiring employee to understand their retirement aspirations and 
employment plans, if any. If interest to continue with the company is shown, re-employment 
opportunities may be tailored accordingly. For instance, HR may consider offering flexi-work 
arrangements instead of a permanent job, to mature workers with family commitments but 
who are keen to continue working.

In the event that employees do not wish to continue working with the company, a written 
confirmation should be obtained for record-keeping purposes.

RE-EMPLOYMENT
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4.1.2. PRE-RETIREMENT PLANNING AND RE-EMPLOYMENT 
   CONSULTATION

Early preparation is essential when managing re-employment. Managers are advised to be 
appropriately trained and briefed on the clauses in the act, and to keep themselves updated as 
revisions to the legislation take place.

Understanding the age profile of employees within the organisation is important because it allows 
employers to:

•	 Better	 plan	 the	 number	 of	 employees	 eligible	 for	 re-employment	 in	 the	 immediate	 and
 foreseeable future, and

•	 Better	match	identified	mature	workers	to	suitable	jobs	available	

Proper and early preparation is also pivotal in achieving sustainability and scalability: 

•	 Sustainability
 Other factors such as succession planning, early deployment or training for new areas can
 be arranged in order to facilitate a mature worker’s eventual transfer to his or her designated 
 job function.

•	 Scalability
Employers are able to communicate and introduce the re-employment policy across all ranks 
and departments in the organisation. By doing so, employees are able to better plan ahead 
when nearing retirement, which will aid employers during the re-employment preparation and 
planning process.

For the reasons highlighted above, employers are encouraged to engage mature employees on 
re-employment	possibilities	as	early	as	possible.	While	employers	are	advised	to	begin	at	least	six	
months before the mature worker turns 62, as stated in the Tripartite guidelines, companies are 
recommended to begin as early as one year in advance. 

Depending on how early employers choose to engage mature workers, pre-retirement planning or 
re-employment consultation can take place. During planning and consultation process, HR should 
undertake the following at the various stages:

•	 Pre-retirement	Planning

- Evaluate health and assess financial readiness

- Understand the social and physiological aspects of ageing

- Prepare employees for retirement

- Introduce re-employment to mature workers

CHAPTER 2
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- Begin as early as possible, before the age of 61. Some companies with best re-employment 
 practices begin a few years in advance. For example:

	 o	 National	Health	Group	(NHG)	begins	when	employees	turn	55

 o Singapore Power (SP) Group begins retirement and re-employment planning when 
  employees turn 59

-	 Job	matching	for	re-employed	employees	

 o In the event employees are re-deployed, HR should provide training sessions, if required

 o HR can also consider designing ‘fit-for-purpose’ jobs for employees with leadership
  skills, a deep knowledge of markets and industries or possess excellent client 
  relationships 

			These employees can continue adding value to the organisation by playing the role of
   an internal consultant for key businesses or as mentor to coach younger employees.  
   They may even be considered for project-based engagements to add rigour to the 
   execution of the project.

			This is especially relevant for employees with years of technical experience in sectors
   such as manufacturing, engineering, healthcare and professional services. Such 
   professionals may be re-employed to share their expertise and impart knowledge,
   especially when such expertise usually takes a long time to acquire. Hence these 
   mature workers can continue to make invaluable contributions to the
    longer term growth and sustainability of the organisation. In this regard, it 
   would be in the best interest of HR to champion such initiatives
   which will serve to augment the talent pool. 

•	 Re-employment	Consultation

- Communicate the possibility of variations in remuneration and re-deployment

- Manage employee expectations on re-employment

- Understand employees’ concerns and commitments

- Engage these employees at least 6 months before the age of 62. Some companies with
  best practices begin a year before 62

Apart from preparing early, communicating the organisation’s re-employment policy is also important. 
Employers should highlight that while re-employment promises eligible mature workers a job, it is 
not guaranteed that the same job or position will be offered. 

With	proper	communication	and	early	preparation,	employees	are	given	more	time	to	understand	
and adapt to the changes involved with re-employment.

RE-EMPLOYMENT
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4.2.   TERMS OF THE RE-EMPLOYMENT CONTRACT

Apart from matching eligible mature workers to suitable job vacancies, employers also have to 
consider the adjustment of remuneration and benefits upon re-employment. 

The re-employment contract should be negotiated between both employers and employees so 
that a mutual agreement on terms and conditions is reached. It is essential that employers exercise 
flexibility during the negotiations so that reasonable terms based on the job arrangements are 
offered. Possible job arrangements offered during re-employment may include:

•	 Same	job	with	no	change	in	wages	and	benefits;

•	 Same	job	with	a	degree	of	adjustment	in	wages	and	benefits	based	on	reasonable	factors	such	
 as reduced working hours;

•	 Same	job	with	a	degree	of	modification	in	job	scope	and	re-negotiated	terms;

•	 Different	job	with	existing	wages	and	benefits;

•	 Different	job	with	re-negotiated	terms;	or

•	 Special	job	arrangements	mutually	agreed	on	e.g.	flexi-time

If a job of a different nature is offered to employees, employers should communicate to employees 
the requirements of the new or modified job scope, as well as the reasons for the adjustments in 
remunerations and benefits, if any, to prevent misunderstandings.

Training courses should also be provided to ensure employees are equipped with the necessary 
skills and capabilities. In addition, on-boarding sessions for such employees should be held. This 
may include ensuring peer support so that re-deployed employees can adapt in a shorter time 
frame.

4.2.1. NOTIFICATION

•	 Employers	 should	 provide	 employees	with	 a	 detailed	 offer,	 or	 non-offer,	 of	 employment	at
 least	six	months* before the employee turns 62. This provides the employee with time to 
 consider the offer, or look for alternative opportunities.

•	 Employees	who	continue	 to	be	employed	without	 formal	 re-employment	 arrangements	are	
 considered as re-employed with the same terms as those prior to re-employment

•	 A	new	re-employment	contract	may	be	re-negotiated	at	any	time	before	the	employee	turns	65

* The period of notification stated is recommended but not mandatory. According to the Tripartite guidelines, employers are 
required to notify employees at least three months in advance.
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4.2.2. DURATION

Employers may choose to offer either of the following below:

•	 A	3-year	re-employment	contract,	up	to	the	age	of	65	and	reviewed	yearly;	or

•	 A	1-year	contract	up	to	the	age	of	65,	renewable	yearly	pending	performance	level

4.2.3. WAGES AND BENEFITS

The Tripartite guidelines encourage employers to be reasonable when making adjustments to wages 
and benefits of re-employed workers. The following principles on adjustments to wages, medical 
and other benefits are intended to help companies move away from a seniority-based pay structure 
to a performance-based pay structure.

•	 Wages
 - According to the RRA, employers may not introduce a reduction exceeding 10% of the
   salary paid or payable to the employee once he or she is 60 years of age. 

Please refer to Section 5(5) of the Retirement Age Act for more information (http://statutes.agc.gov.sg/aol/search/
display/view.w3p;ident=c32c9211-04d3-4299-86a8-efa4c7577d88;page=0;query=DocId%3Ac63cc602-45fc-
4013-9462-f86dfac47b0e%20%20Status%3Ainforce%20Depth%3A0;rec=0#pr5-he-)

- Upon re-employment at the age of 62 years, the wages proposed by the employer may be
 adjusted down to the level of a younger employee with the requisite experience and 
 competency for the same job, with the mid-point of the salary range of the job being a 
 possible reference. In making any wage adjustments for re-employment, employers should 
 take into account any earlier reduction made when an employee attained 60 years of age,
 as well as reasonable factors such as productivity, performance, duties and responsibilities 
 and wage system.

-	 Where	re-deployment	in	another	job	is	offered,	the	new	wage	should	take	into	account	the	
 value of the job, the employee’s relevant experience and other attributes.

•	 Medical	Benefits
 Medical costs can be a rising concern for employers with a mature workforce. As such, 
 employers can consider the options below when offering medical benefits:

 - Co-payment of medical benefits

 - Appropriate caps on medical benefits claimable

 - Employers providing additional Medisave contribution for employees to pay Medishield 

   premiums in lieu of providing for in-patient medical benefits

RE-EMPLOYMENT



30

•	 Leave	Entitlement	and	Other	Benefits
 - Re-employed employees should not be required to serve the minimum qualifying period 
  to be eligible for employment benefits such as annual leave and sick leave.

 - To maintain internal equity when offering re-employment benefits, employers should 
  consider the employment benefits of other staff, including new employees whose job 
  responsibilities and conditions are similar to those of the re-employed employee. 

Lastly, with regards to unionised employees, employers will need to discuss with the relevant 
employee unions to determine if the employee who has been re-employed will be included in the 
scope of the respective collective agreements between the employer and the employee in the 
organisation.

4.3.   ASSISTING ELIGIBLE MATURE WORKERS WITHOUT  
   RE-EMPLOYMENT OFFERS

To encourage contribution from retiring workers, employers are advised to explore all available 
re-employment options within the company. In the event that no suitable jobs are identified, it is 
mandatory in accordance to RRA for all employers to provide Employee Assistance Payment (EAP) 
to all eligible employees:

•	 EAP	is	a	one-off	payment	for	employees	who	are	eligible	for	re-employment	but	do	not	receive
 an offer due to a lack of suitable jobs

•	 EAP	aims	to	help	employees	tide	over	a	period	of	unemployment	while	a	job	search	is	conducted	

Please refer to the Tripartite Guidelines to Re-employment of Older Workers for more information and details on the guiding 
principles of EAP (http://www.age-mgt.com/web/Contents/Contents.aspx?ContId=314) 

5.  CONCLUSION

This chapter serves to provide guidelines and encourage employers to enhance and adopt age-
friendly	practices.	With	the	current	economic	landscape	and	changing	demographics,	companies	
are competing to attract and retain talents and skilled labour. In order to stay ahead of competitors, 
organisations ought to consider tapping on their silver workforce as a solution to labour shortages 
to achieve sustainable growth and productivity.
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PUB,	THE	NATIONAL	WATER	AGENCY

RE-EMPLOYMENT POLICY AND PRACTICES

PUB offers re-employment to its employees beyond the age of 62, if they are medically fit and at 
minimum, have a satisfactory record of past performance. PUB views its mature employees as a key 
source of manpower as they have the experience as well as competencies which we can tap on.

The company has put in place various re-employment measures such as training programmes to 
prepare officers for retirement, upgrading of academic qualifications to increase their employability 
and pre-retirement consultations to engage their officers.  

Depending on the needs of the organisation, re-employed officers may continue in the same job  
prior to their retirement or be re-deployed to a new job with a different scope and responsibilities. 
Their salary will commensurate with the job to which they are deployed upon re-employment.

If re-employment entails being in a different job, the re-employed officers will be trained and equipped 
with the necessary skills for them to excel in their new jobs. One of the employees who have 
benefited	from	this	practise	was	a	Senior	Technician	from	Water	Supply	(Network)	Department.	Prior	
to	his	retirement,	he	was	working	in	the	Water	Service	&	Operations	Centre	(WSOC),	attending	to	
customer feedback and supervising contractors in pipeline leak repair works. Upon re-employment, 
he	took	on	a	new	job	in	the	Catchment	&	Waterways	Department.	In	his	new	role,	he	led	a	team	
in patrolling and surveying water catchment areas and also guided his team in conducting public 
engagements.	Whilst	his	previous	experience	had	helped	to	ease	him	into	this	new	job,	the	new	job	
scope has simultaneously presented him with new challenges and the opportunity to pick up new 
and valuable skills.

CASE STUDY
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7.   END-OF-CHAPTER CHECKLIST

Is your organisation familiar with the re-employment legislation and the Tripartite 
Guidelines on the Re-employment of Older Employees?

Does your organisation have a re-employment policy (developed in consultation 
with unions if your company is unionised) that is aligned with the Tripartite 
Guidelines on the Re-employment of Older Employees?

Has your organisation communicated your re-employment policy to all employees, 
especially employees who may become eligible?

Does your organisation engage employees on re-employment issues at least 6 
months prior to their retirement?

Does your organisation offer re-employment contracts based on a set of mutually 
agreed terms and conditions?

Does your organisation offer re-employment contracts to eligible employees at 
least 3 months prior to their retirement?

Does your organisation inform employees of their ineligibility for re-employment 
at least 3 months prior to retirement?

CHECKLIST
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8.   APPENDICES

8.1.  RE-EMPLOYMENT PLANNING & CONSULTATION FOR MATURE
  WORKERS FORM SAMPLE

Name:	______________________________	 	 	 Age:		_______________

Designation: _________________________   Date: _______________  

Department: _________________________

Evaluation	of	Mature	Worker:

Current	Responsibilities

Knowledge	and	Skills	Possessed

Please indicate the specific skills and knowledge required to fulfil the job requirements

Considerations for Re-employment:
 
	 Eligible	for	Re-employment	 	 		 			Not	eligible	for	Re-employment

Additional Supporting Comments:

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________
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Re-employment Arrangements:

Designation: _______________   Department: _______________

Salary and Benefits Terms: _____________________________________________

Job	Scope	&	Responsibilities

Knowledge	&	Skills	Required

Support	Needed	(E.g.	Training	sessions)

Mature	Worker’s	comments:

_______________________________________________________________________________________

_______________________________________________________________________________________

Manager’s comments:

_______________________________________________________________________________________

_______________________________________________________________________________________
  

___________________________            ___________________________
	 Manager’s	Signature	 	 	 			Mature	Worker’s	Signature

Follow-up	actions	by	Human	Resource	Department:
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1.   INTRODUCTION          

 
To successfully manage a multi-generational workforce, existing HR policies and processes have to 
be carefully re-assessed to ensure that goals of productivity and efficiency of the organisation can 
be maximised. Employers should exercise flexibility when managing change in order to handle the 
challenges and opportunities brought about with the presence of a multi-generational workforce. 
Apart from re-assessing policies and processes, job scopes should also be re-evaluated, and re-
designed to accommodate the needs of both employers and employees.

2.   PURPOSE

The previous chapters have addressed the areas of attracting and recruitment of a contingent 
workforce for an organisation’s benefit. This chapter aims to guide employers along the process of 
re-design so that mature workers employed within the organisation may find themselves in a safe 
and inclusive environment. Job re-design, which may be carried out for other employees, can also 
serve to enhance employee performance and job satisfaction. Guidelines and approaches in which 
employers may adopt to effectively carry out job re-design will be discussed later in this chapter.

3.   BENEFITS

The main objective of conducting job re-design is to alter job elements so that organisations can 
achieve maximum output. This ‘output’ can be defined several ways, such as an increase employee 
engagement, an increase in efficiency and productivity, improved quality or higher organisation 
branding	etc.	With	proper	execution	of	job	re-design,	organisations	can	reap	the	following	benefits:

•	 Increase	in	employee	performance	and	productivity
 By re-assessing the required job demands and altering the employee’s scope of work so as
 to enable an adjustment in responsibilities, organisations are in effect increasing their return on 
 investment in their human capital. For instance, when technology is introduced to replace 
 repetitive job functions, employees are better able to spend time on responsibilities that 
 require greater focus and attention. In this way, organisations will witness an increase in 
 employee productivity and performance level.

•	 Motivate	and	increase	employee	satisfaction	
 Through job re-design, employees are able to have greater ownership of the work completed. 
	 With	 a	 reduction	 in	 the	 number	 of	 repetitive	 tasks	 and	 an	 increase	 in	 job	 responsibilities,	
 employees are given the opportunity to grow and carry on more duties. Furthermore, mature 
 workers will also remain motivated due to the age-friendly work environment created as a 
 result of job re-design. The implementation of technology for instance, makes the workplace 
 easier and safer for them to work in and this in turn, will lead to an increase in employee 
 satisfaction. 
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•	 Spearhead	leading	practices	for	the	industry
Employers conducting job re-design as a result of the organisation’s adoption of new technology 
or service delivery models can also be regarded within the industry as leaders with innovative 
practices. By creatively thinking of ways in which internal job functions may be adjusted to 
improve productivity and efficiencies, companies are in fact setting themselves apart and also 
as an example for other organisations. Doing so not only helps to distinguish these companies 
as ‘thought leaders’ within the sectors, but also increases organisational branding. For 
example, social enterprise A-Changin Private Limited has received “Social Enterprise of the 
Year” award for 2012, amongst many other accolades, for its leading employment practices. 
Through fair employment practices, job re-design and flexible work arrangements, A-Changin 
has succeeded in growing its business while offering competitive market-rate salaries to its 
employees.

4.  GUIDELINES

Job re-design involves reviewing tasks, duties and responsibilities of a specific job in order to 
streamline and enhance the work experience for all employees. Jobs with a higher knowledge or skill 
content may require little adjustment. However, those with a higher level of physical work involved 
or manual repetitive tasks will need to be re-designed if employers intend to tap on Singapore’s 
contingent workforce and create an age-friendly work environment. In the following sections, more 
information will be provided on the process (as depicted in the chart below) and possible ways in 
which job re-design may be carried out.
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4.1.			 JOB	RE-DESIGN	PROCESS 
a) Understanding Job Content

The first step to successfully carrying out the job re-design process involves HR and line 
managers gathering a deep understanding of the job requirements. Information pertaining to 
the daily functions mentioned in job descriptors should be compared to the daily functions 
carried out by employees, so as to identify gaps or inconsistencies.

b)	 Analysing	Job-related	Information
Once information has been collected, thorough analysis has to be conducted so as to identify 
the gaps and inconsistencies. This will enable HR and line managers to identify areas of 
improvement and to determine the key areas that may be affecting performance levels of 
employees. Certain key drivers for job re-design include the following:

•	 Capacity
 - More aggressive revenue goals
 - Adjustments to headcount
 - Cutbacks

•	 Challenges
 - Unmet goals 
 - Performance or productivity plateaus
 - Operational inefficiencies
 - High attrition or low retention
 - Low employee engagement or satisfaction

•	 Change
	 -	 New	or	upgraded	technology
 - Automation of previously manual tasks
	 -	 New	tasks	and	responsibilities
 - Change in business delivery models
	 -	 New	regulatory	requirements
 - Expansion into new markets

c)	 Altering	Job	Elements
Once causes of hindrance and room for improvement have been marked out, HR and line 
managers may work together to consider ways in which the job elements may be altered. 
This could involve automating certain process so as to optimise the worker’s efficiency. 
Other possible solutions could also include adding more job functions or transferring certain 
responsibilities to other workers. The goal of the alteration process is to design a job that will 
increase employee’s productivity and motivation.

d)	 Revising	Job	Description	and	Specifications
Once the alteration of job elements have been agreed upon, job descriptors and specifications 
need to be updated accordingly. The changes also need to be communicated to the employee
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so that proper expectations may be set as a result of the job re-design. In addition, it is essential 
that employees adopt a positive attitude and mindset so as to enable a smooth transition into 
their new role.

e)	 Reallocating	Job-related	Tasks	and	Duties
Functions that have been reallocated as a result of the job re-design process may be done 
through job rotations, horizontal or vertical job enlargements. Doing so keeps employers 
motivated to learn more and also increases their satisfaction level. 

f)	 Training	Employees
In the event that new functions are transferred to employees, training programmes should be 
scheduled in order to equip workers with the necessary set of skills and expertise.

g)	 Running	a	Pilot	Group
Before implementing job re-design to all departments, it is essential that a test in the form of a 
pilot group takes place to ensure a smooth process when a full implementation is carried out. 
Introducing this phase allows employers to work out any issues that may arise as a result of 
job re-design. Depending on the size and capacity of the organisation, it is recommended that 
only a small group of individuals or teams is selected as part of the ‘test’ group. The trial period 
should also last between 3 to 6 months.

h)	 Communicating	and	Implement
Employers can implement the job re-design arrangements once the pilot group has proven to 
be successful. Information regarding the new roles and responsibilities, along with the reasons 
behind such arrangements should be communicated to better manage expectations.
 

i)	 Monitoring	and	Evaluating
Once employees have been introduced to their new job function, employers should monitor 
and gather feedback to assess the results of the job re-design process. Doing so also ensures 
that employers are able to track how workers are coping with their new responsibilities.
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4.2.			 APPROACHES	TO	JOB	RE-DESIGN	

It is essential that employers do not mistake job re-design for job design. Job design involves the 
process of defining the responsibilities of a new role and identifying the key skills, knowledge and 
attributes required to fulfil the role. In contrast, job re-design involves the process of adjustment	
and	redefinition of a role(s).

In addition to this, employers should not confuse job re-design for job restructuring. Unlike job re-
design, job restructuring may be part of a broader company reorganisation. For instance, the shutting 
down of departments may call for a transfer or outsourcing of job functions to other companies or 
regional counterparts.

Once employers have a clear idea on the concept of job re-design, and have identified the areas of 
improvement, the following approaches may be considered:

4.2.1.	 JOB	ENLARGEMENT	(HORIZONTAL	INTEGRATION)

•	 Enlarging	job	descriptors	refers	to	widening	a	job	at	the	same	level	by	increasing	the	number	
 of tasks and responsibilities for an employee. Job enlargement is often used to fill the gaps 
 left by an eliminated job, to reduce  down time or to accommodate changes in technology and 
 skill requirements.

•	 It	is	achieved	by	either	creating	new	tasks	or	amalgamating	existing	tasks	into	current	jobs.	
 The key differentiator for this method is to ensure that only tasks of the same competency level 
 are added into the job scope.

4.2.2.	 JOB	ENRICHMENT	(VERTICAL	INTEGRATION)

•	 Enrichment	 refers	 to	 enhancement	 of	 the	 job	 by	 introducing	 tasks	 at	 a	 higher	 level.	 Job
 enrichment, unlike enlargement which involves a horizontal expansion in functions, is often 
 used to grow employees by expanding their roles vertically. This is often used for employees 
 that have been identified for succession with the organisation.

•	 It	involves	the	addition	of	tasks	from	a	higher	competency	level	and	offers	them	opportunities
for knowledge and skill-building. As a result, new job tasks may be introduced or several existing 
tasks may be amalgamated into the current job to provide learning and growth opportunities 
for these employees.

4.2.3.	 JOB	TRIMMING

•	 Job	trimming	as	the	title	suggests,	refers	to	the	act	of	removing	tasks	from	a	job	that	is	often
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manual and repetitive in nature. Removal of these tasks allow employees to provide more 
value-added support in areas that require more attention.

•	 Job	trimming	can	also	be	used	to	create	more	room	for	new	tasks	within	a	job	description.	
Repetitive or administrative responsibilities can be removed to provide employees with more 
available time to focus on relevant tasks.

•	 Apart	 from	 removing	 tasks,	 job	 trimming	 involves	 the	 compartmentalisation	 of	 jobs	 into	
discrete functions so that employees can better manage the responsibilities at hand and cope 
with the job-related stress levels. This is often used to manage employees who have been 
struggling	with	 complex	 tasks,	 or	mature	workers.	When	 job	 trimming	 in	 such	 a	 form	has	
been carried out, employers can consider incentivising mature workers by paying on a piece-
meal basis rather than on monthly basis. For example, social enterprise ‘A-Changin’ pays its 
workers on a piece-meal basis so as to motivate employees to complete as many assignments 
as possible. As such, performance levels are increased and down time is also reduced.

4.3.			 JOB	RE-DESIGN	FOR	MATURE	WORKERS

Many of the job approaches mentioned above are relevant to employers who seek to carry out job 
re-design for the purpose of creating an inclusive and age-friendly workplace. Many companies with 
best practices have often introduced technological systems such as barcode systems, or turn to 
reliance on machineries or the automation of processes to simplify the work experience for mature 
workers.

Optimising the value of mature workers may require changes in the scheduling and deployment of 
resources. As these mature workers may have spent a lifetime on the shop floor, their value can be 
maximised in a training or mentoring position. This type of role can be undertaken during regular 
work hours, thereby minimising any need for extended or irregular work hours.

•		 Communication
An important first step to the introduction of the re-design job to the employee is to appropriately 
communicate so as to ensure that the employees are agreeable and willing to adapt to the 
changes. Any concerns or fears can be immediately addressed and appropriate infrastructure 
can be created to maximise the chances of success. 

•		 Orientation	Programmes
As an example, employers can consider ‘orientation’ programmes. These ‘orientation’ 
programmes can often simply involve communicating to mature workers the expectations and 
a descriptor of their day-to-day job. Training programmes can also be arranged to provide 
these workers assurance that they will possess the necessary skills and knowledge to fulfil 
the job requirements. A colleague can also be assigned to provide assistance to these mature 
workers during their first few weeks. Doing so reduces the level of stress and uncertainty they 
may be experiencing and also encourages these mature workers to learn despite the altered 
job requirements. 
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•		 Employee	Mindsets
Ultimately the success of such re-design opportunities requires a mindset change from these 
employees. If they are willing and able to embrace the changes, then the chances of success 
for these job re-design opportunities are increased. 

  

5.   CONCLUSION

Employers need to recognise that job re-design is a complex process that must be carefully planned 
and implemented. Furthermore, employers also need to realise that there is no “correct” or “incorrect” 
approach to resolving organisation problems or to achieving organisational goals. Depending on the 
goals or issues identified, more than one approach may be used when re-designing job scopes. As 
such, early planning and preparation is pivotal to the job re-design process.
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CASE STUDY

AQUACULTURAL FAME (S) PTE LTD

BACKGROUND

Aquacultural Fame (S) Pte Ltd is a major ornamental fish importer and exporter. The company has 
been established for more than 30 years and enjoys a strong global customer base. The company 
currently imports and exports thousands of different species of fishes. It also possesses the leading 
technology in packing which enables it to pack density twice that of its competitors. This in turn 
makes it able to provide freight savings to its customers.

Previously, the company used a manual system to keep track of their inventory of fish. This system 
depended highly on the workers’ memory in order for the day-to-day operations of the company to 
be carried out. As there was no systematic tagging of the location of the fish tanks, mature workers 
had to rely solely on their memory to remember the locations. However, due to the heavy workload, 
they were unable to cope by depending solely on their memory. In addition, the current working 
system relied heavily on the memory and experience of the existing workers. Hence supervisors 
frequently encountered problems when training new fish packers and office clerks due to the lack 
of proper documentation. Many new mature workers resigned when they were unable to withstand 
the steep learning curve. The poor customer/supplier management system made it difficult for new 
mature workers to understand the whole process quickly. The poor inventory control also caused 
the records to be inaccurate and open to abuse.

JOB	RE-DESIGN	THROUGH	BAR-CODING	TECHNOLOGY

In order to correct these problems, the company implemented a bar-coding technology inventory 
system to eliminate the dependency on the workers’ memory and to make the operating procedure 
more structured. Data such as the customers’ or suppliers’ name lists, locations of the fish tanks, 
and	different	fish	breed	are	now	stored	in	the	bar-coding	system.	With	the	bar-coding	technology	
inventory system, standard operating procedures can be developed.

BENEFITS	OF	JOB	RE-DESIGN

With	the	implementation	of	the	bar-coding	technology	
inventory system, many benefits have resulted, 
one of which includes the non-reliance on human 
memory. Mature workers no longer need to spend time 
memorising and remembering overloaded data and are 
hence able to be more efficient at work. Training new 
employees is now easier and more effective as the new 
system is user-friendly, which allows mature workers 
to understand the operations of the system quickly. 
This has also resulted in better customer and supplier 
management systems and improvements in inventory 
control.
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7.   END-OF-CHAPTER CHECKLIST

Has enough information been gathered in order to accurately identify the gaps or 
areas of improvement?

Have the gaps or areas of improvement been identified for job re-design?

Has the revised job description and tasks been communicated to the employee 
and other affected teams and individuals?

Has proper training been provided to ensure employees are equipped with the 
capabilities to carry out his / her new job tasks?

Is there an ‘orientation’ programme in place to ensure that mature workers are 
able to adapt to the change involved as a result of job re-design?

Is there a feedback channel in place to monitor and evaluate the impact of job 
re-design?  

CHECKLIST
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8.   APPENDICES

8.1.  WORK-PROCESS RE-DESIGN FORM (SAMPLE)

Name:	______________________________	 	 	 Age:		_______________

Department: _________________________   Date: _______________  

Part 1: Identification of Problems/Issues with Suggestions

Issues / Problems within your work area that you would like to improve?

What causes this?

Given what the daily observations, what are the necessary changes (E.g. physical environment 
/ working conditions, job re-design, etc)?

How can these changes solve the issue / problem (E.g. purchase of tools and devices etc.)?

What other industries did you refer to for examples of re-design?

Action by: ________________________________     Date: ____________________

APPENDICES
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1.   INTRODUCTION          

 
With	a	rapidly	ageing	workforce,	companies	who	fail	to	tap	on	the	contingent	workforce	are	likely	
to face a talent shortage in the near future. To optimise the workforce, employers need to be better 
prepared for the changes brought about by the shift in demographics by designing innovative 
flexible solutions. In an effort to face these challenges without decreasing productivity and profits, 
organisations often adopt several strategies to better structure the work they do. 

Flexible	 Work	 Arrangements	 (FWAs)	 refers	 to	 work	 arrangements	 that	 provide	 employees	 with	
flexibility	to	better	manage	their	work	responsibilities	and	personal	commitments.	FWAs	typically	
extends to all individuals in an organisation. The consideration typically begins with the individual 
or groups of individuals who may require such arrangements on a temporary or long-term basis. 
The responsibilities undertaken in the roles may remain unchanged, however the working hours and 
location may be varied in accordance to the individual’s needs. Specifically for mature employees 
who may prefer to have a varied work schedule, this arrangement allows employers to capitalise 
on the knowledge and expertise that these mature workers bring to the organisation. In today’s 
environment,	the	role	of	FWAs	has	increased	in	significance	as	a	result	of	enhanced	productivity.	
In 2012, 67 percent of local companies reported an increase in productivity due to flexible working 
practices and 66 percent linked an increase in revenues directly to flexi-working*. In addition to this, 
a recent article also listed flexible work arrangements as a key factor in retaining older workers^.

* For more information, please refer to the article:
http://www.asiaone.com/Business/News/Story/A1Story20120213-327696.html  
^ For more information, please refer to the article:
http://www.straitstimes.com/the-big-story/case-you-missed-it/story/what-older-staff-want-flexi-hours-being-
valued-20130505 

2.   PURPOSE

This chapter aims to provide employers with more information on the means and ways in which 
organisations	 can	 successfully	 introduce	FWAs	at	 the	workplace.	 The	expected	challenges	and	
concerns will be addressed to assist employers in identifying the challenges that may take place.

3.   BENEFITS

Providing	FWAs	creates	a	win-win	 scenario	 for	both	employers	and	employees.	 If	 implemented	
correctly, the needs of employers and employees can be accommodated without much extra costs 
incurred. These benefits include:

•	 Increase	in	efficiency	and	productivity
With	FWAs,	employees	can	have	more	time	to	attend	to	personal	or	other	matters.	This	may	
help maintain or increase productivity levels as employees are able to schedule their work 
accordingly. Furthermore, with the global workplace changing at a rapid pace, companies 
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with	FWAs	are	able	to	cater	to	customer	needs	and	demands	at	all	times.	The	longer	hours	of	
service,	facilitated	by	FWAs	therefore	also	help	to	improve	an	organisation’s	response	time,	
which in turn results in an increase in efficiency.

•	 Increase	in	talent	pool	selection	and	talent	retention
As the labour market tightens and the skilled labour pool shrinks, the competition for 
talent is no longer confined to Singapore’s boundaries. As such, employers providing 
FWAs	 will	 have	 a	 competitive	 edge	 when	 attracting,	 retaining	 and	 re-employing	 talents	
of	 all	 ages.	 In	 addition,	 by	 providing	 FWAs,	 employers	 will	 be	 able	 to	 tap	 onto	 a	 wider	
pool of experienced workers who may not be available for traditional 9-5 work days.

 
•	 Cost	savings

Flexi-work options can help to reduce costs related to employee absenteeism, lateness 
and sick leave. In addition, organisations are able to provide longer operating hours without 
incurring	additional	overtime	costs	as	a	result	of	FWAs.	Moreover,	companies	are	able	to	better	
respond to economic situations with flexible work practices. For instance, during recessions, 
employers can consider offering part-time work options instead of terminating employees, 
which may be detrimental to staff morale and productivity.

•	 Greater	employee	morale	and	decrease	in	attrition	rate
FWAs	also	provide	employees	with	greater	control	and	ownership	over	their	work	and	allow	
them to achieve greater work-life balance and a higher quality of life. Balancing work and 
personal life has become a challenge for many organisations today. The ability to provide such 
work arrangements is a proposition that is greatly valued by workers. As such, companies 
offering	 FWAs	 will	 also	 notice	 a	 decrease	 in	 attrition	 rate	 and	 an	 increase	 in	 employee	
morale. For instance, Changi General Hospital successfully retained 80 workers as a result of 
implementing flexi-work schemes in 2010.             

FLEXIBLE WORK ARRANGEMENTS
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4.  GUIDELINES

FWAs	refers	to	the	employment	practice	where	flexibility	is	the	core	of	the	work	structure.	Unlike	
traditional work structures which often establish the place, specific work hours and required number 
of	work	hours,	FWAs	allows	for	flexibility	in	work	locations	and	hours.	It	involves	the	scheduling	of	
tasks to meet the needs of employers and employees, and is applicable to both permanent workers 
and	 the	 contingent	workforce.	While	 it	 is	 true	 that	 FWAs	 seeks	 to	 accommodate	 the	 needs	 of	
employees	and	employers,	FWAs	is	more	importantly,	also	a	means	to	the	optimal	management	of	
resources. 

The	chart	below	illustrates	a	step-by-step	guide	to	the	implementation	of	FWAs.	These	steps	will	be	
explained in greater detail in the following section.

4.1.   GETTING STARTED

The	first	step	to	successfully	introducing	FWAs	to	the	workplace	involves	having	employers	adopt	
the right mindset towards these practices. It is essential that employers evaluate workers based 
on their performance levels and outputs, rather than on the amount of time spent in the office. 
Employers that focus on achieving the desired outputs from each employee rather than on having 
employees	 physically	 present	 during	 specific	 times	will	 realise	 that	 FWAs	does	 in	 fact	 increase	
efficiency and productivity of employees. 

Once	this	mindset	challenge	has	been	overcome,	employers	can	begin	planning	the	types	of	FWAs	
to be offered within the company. The following sections outline the steps involved during this 
process:
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a)	 Gather	Information
Understanding the needs of both employers and employees is important at the initial stage 
because it provides HR and line managers with the relevant information so as to structure 
FWAs	accordingly.	As	such,	before	FWAs	are	 introduced,	 information	must	be	gathered	 to	
obtain a thorough understanding of the needs and resources available. These may be obtained 
through the following channels:

•	 Existing	employee	records

•	 Internal	employee	surveys

•	 Focus	groups	

•	 Management	interviews

•	 Others	(e.g.	exit	interviews,	staff	feedback	channels	etc.)

b)	 Set	Goals
Once the needs of employees have been assessed, employers are recommended to carry out 
a cost-benefit analysis to determine whether certain flexi-work options ought to be introduced. 
This also ensures that organisational needs are not compromised and that extra cost is not 
incurred	when	implementing	FWAs.

c)	 Formulate	Policies
After	 reviewing	and	deciding	on	 the	FWAs	options	 to	be	offered,	HR	can	begin	 to	develop	
written policies and procedures for implementation and monitoring.
 

d)	 Run	a	Pilot	and	Evaluate
Before	 carrying	out	 a	 complete	 implementation	of	 FWAs	 into	 the	workplace,	 a	pilot	 group	
should	be	 identified	to	determine	the	effectiveness	of	FWAs	practices.	A	 targeted	group	of	
teams and individuals may be selected to evaluate the suitability of such work arrangements 
for a period of three to six months. During this time, feedback should be gathered on the 
pitfalls and room for improvements, if any, so that changes can be made accordingly.

e)	 Communicate	Change	and	Implement
Changes made to job arrangements and policies need to be communicated to the affected 
teams and individuals. During the discussion, employers need to ensure that employees have a 
clear understanding of the new arrangements. It is essential that employers inform employees 
that	FWAs	options	are	contingent	on	the	nature	of	the	job	assignments	and	suitability	of	the	
workers.

f)	 Monitor,	Review	and	Evaluate
After	 amendments	 have	 been	 made,	 FWAs	 can	 be	 implemented	 to	 all	 employees.	 New	
processes and procedures should be communicated once again to all employees and 
evaluation	of	these	FWAs	should	be	done	on	a	regular	basis	(e.g.	half-yearly	or	annual	basis).	
Feedback channels should be provided so that line managers and employees can express 
their opinions and concerns.

FLEXIBLE WORK ARRANGEMENTS
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4.2.  FLEXIBLE WORK ARRANGEMENTS (FWAs)

When	considering	possible	flexi-work	options,	it	is	essential	that	employers	first	consider	the	nature	
of the job and the suitability of employees before deciding on the different ways in which work may 
be made flexible. Once careful consideration has been made to these issues, the flexi-time or flexi-
place options may be provided.

4.2.1. FLEXI-TIME OPTIONS

Flexi-time options are work arrangements that allow employees to be flexible with time scheduling. 
The following arrangements may be considered:

•	 Flexi-hours
Jobs with flexi-hours allow employees to vary the start and end times each day so long as the 
required number of hours at work has been fulfilled. For instance, employees working from 
8am to 4pm may choose to come in later, for example from 10am to 6pm.

•	 Part-time	Work
Part-time work refers to the job arrangement where employees do work for no more than 35 
hours a week.

•	 Job	Sharing
Job sharing refers to the job arrangement where two part-time employees ‘share’ a job that 
would otherwise have been performed by a full-time employee. These employees may work 
during different hours of the day, on different days of the week or on alternate weeks.
 

•	 Compressed	Workweeks
Compressed workweeks refer to job arrangements where employees work the traditional full-
time workweek in less than 5 days. For example, employees could work through four 10-hour 
days or 9 hours a fortnight.

4.2.2. FLEXI-PLACE OPTIONS

As the name suggests, flexi-place options refer to job arrangements that allow employees to work 
outside the office. Prior to the implementation of flexi-place arrangements, employers should 
consider the nature of the job and determine if these flexi-place options will help employees to 
reach an optimal level of job performance. For example, production officers in manufacturing plants 
will be less suited for flexi-place arrangements due to their required presence so as to supervise 
operations within the plant. 

Once employers have identified the jobs suitable for flexi-place arrangements, the following options 
may be considered:
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•	 Telecommuting
Telecommuting, as defined by the Ministry of Manpower, refers to the job arrangement that 
allows employees to carry out their work at a location away from the conventional office, either 
in the employee’s home, satellite offices (also known as branch offices) or neighbourhood 
work centres.

•	 Mobile	Working
Mobile working refers to the job arrangement where employees rely on technology and do not 
require a fixed desk as a result of their need to be constantly on-the-go.

4.3.			 OVERCOMING	CHALLENGES	AND	CONCERNS

When	 implementing	 FWAs,	 employers	 will	 face	 certain	 challenges	 that	 may	 affect	 the	 desired	
benefits of such an activity. Some of these concerns and ways in which they may be addressed are 
included below:

•	 Managing	the	issue	of	fairness
Proper communication has to take place in order to ensure that employees understand the 
reasons	supporting	 the	different	FWAs	offered	 to	different	 teams	and	 individuals.	Doing	so	
reduces the possibility of misunderstanding from arising. In addition to the goal of ensuring 
fairness, the decision criteria used during appraisals need to be reconsidered and adjusted, if 
necessary,	for	employees	on	a	flexi-work	scheme.	While	the	factors	in	which	these	employees	
are reviewed may remain the same, the KPIs used to measure these factors may change.

•	 Balancing	between	the	needs	of	employees	and	the	organisation
When	implementing	FWAs,	it	is	important	that	such	arrangements	are	not	introduced	at	the	
expense	of	 the	organisation.	 Employers	 should	 strive	 to	provide	FWAs	 that	 accommodate	
both the needs of the employers and the organisation. During the initial stages of needs 
assessment, it is important that line managers work closely with HR to identify both the 
needs of the organisation and workers. Conducting a thorough cost-benefit analysis allows 
employers to prioritise, consider and weigh carefully the options so that an informed decision 
can be made.

FLEXIBLE WORK ARRANGEMENTS



54

•	 Managing	the	line	manager’s	mindset	towards	FWAs
Effort must be invested to educate and change the perspectives of line managers towards 
FWAs.	The	benefits	brought	about	by	FWAs	should	also	be	communicated	to	the	line	managers.	
In addition, managers need to realise that ‘out-of-sight’ employees are not ‘out-of-work’. 
Establishing a clear line of communication between such employees and their managers will 
enable managers to keep track of their work progress.

•	 Ensuring	that	FWAs	is	not	abused
By ensuring that tasks set are completed and frequent communication is maintained between 
line managers and employees, employers are able to keep track of employees and the work 
progress.	Doing	so	also	provides	employers	with	assurance	that	FWAs	are	not	abused.

5. CONCLUSION

With	the	growing	realisation	that	older	workers	have	much	to	contribute	to	organisations,	employers	
should begin re-thinking the way in which they structure work. Companies that have implemented 
FWAs	have	shown	that	there	is	operational	efficiency	and	economic	gains	to	be	reaped	from	the	
implementation of such a practice. Furthermore, with work-life balance becoming one of the top 
priorities amongst workers in Singapore, organisations offering such job arrangements will be 
viewed favourably as employers of choice. These tangible and intangible benefits that exist should 
be communicated to employers so that such leading work practices can be embraced.
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JUMBO	GROUP	OF	RESTAURANTS

BACKGROUND

Jumbo Group of Restaurants is a home-grown seafood restaurant that was established in 1987. 
Through years of expansion and restaurant management experience, Jumbo Group now includes 
six diverse dining concepts that serve more than 4,000 diners daily and with over 700 employees 
working for the organisation.

FLEXIBLE WORK ARRANGEMENTS (FWAs)

Flexible working options were first offered in 2010 in response to the dwindling labour pool for 
restaurant workers. At the Jumbo Group of Restaurants, management believes that flexible working 
options	 need	 to	 be	 fluid	 and	 tailored	 to	 the	 individual.	 A	 variety	 of	 FWAs	 are	 now	available	 for	
operations and service staff including permanent part-time options where restaurant staff can 
choose the number of days they work every day. Currently, over 10% of their employees are part-
timers. 

Mrs. Kong notes that such fine-tuning of work hours coupled with careful job re-design has allowed 
the restaurant to tap on lesser-used labour sources. One such source is mothers and grandmothers 
who want an extra source of income but can only work while the children in their care are in school. 
Their job scope includes setting up, dishwashing and pantry preparation just before the lunch and 
dinner crowds appear, so that they can be home for their own family mealtimes. 

The organisation’s commitment to provide flexible working options for all employees can also be 
seen in its HR policies. Employees who are contemplating resignation are reminded of the flexi-work  
scheme and encouraged to convert to a part-time work option rather than resigning. HR also briefs 
restaurant	managers	regularly	on	the	benefits	of	FWAs	and	trains	them	to	explain	the	flexible	work	
options to potential employees during job interviews. Managers are also expected to gather monthly 
feedback	on	existing	flexibility	options	from	their	teams	and	suggest	any	refinement	to	policies.	With	
the organisation’s commitment to making part-time viable for their staff, they have experienced in 
recent months an increased take-up rate for part-time working options among new hires.
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Implementing part-time working arrangements posed initial challenges for the whole team. In the 
early stages, management identified that employees were reluctant to tap on the flexi-work option 
as they mistakenly believed they would not receive any staff benefits. HR and management swiftly 
stepped in to explain that all employees were part of the Jumbo family and that benefits for part-
timers would be pro-rated. Details of how benefits would be calculated were given as well.

For example, employees who work a minimum of 20 hours a week are entitled to benefits such 
as birthday vouchers and annual leave on par with full-time employees. Bonuses which are given 
to full-time staff are pro-rated for part-timers as well. Mrs Kong shares that as a result of this, 
employees are now very “pro-flexible” and are open to converting to a part-time position, rather 
than resign from their job altogether.

BENEFITS OF FLEXIBLE WORK ARRANGEMENTS (FWAs)

Apart	from	providing	the	organisation	greater	flexibility,	FWAs	have	also	benefitted	employees	of	
Jumbo Group. This can be seen in the case of Madam Aw, a mature worker in her 50s, who began 
working at a Jumbo restaurant in 2007 as a full-time restaurant staff. Over time, she became a 
valued member of the team. However, she developed a medical condition that caused her arm to 
be painfully swollen. As her workspace was enclosed without much room to manoeuvre her arm, 
this caused her much discomfort and affected her work. After discussion with her manager, the 
management offered her a new position in a different outlet with a larger workspace.

Later, Madam Aw considered resigning as her mother was diagnosed with cancer. However the 
management suggested shifting Madam Aw to a permanent part-time working arrangement, which 
allowed her to care for her mother while earning an income. This working arrangement was further 
refined when her care-giving duties increased over the years.

“I’m glad for this flexi-hour arrangement. It is just the right arrangement that allows me to take care 
of my mother after she comes back from day care, over the weekends as well as public holidays.”

Mrs. Kong emphasises that the long-term benefits have outweighed the costs for the Jumbo Group. 
“We	have	better	options,	and	it	is	easier	to	hire	people.	With	more	flexibility,	there	is	a	bigger	pool	
of talent to tap on”.

The management at Jumbo has successfully incorporated flexibility into organisational culture, thus 
attracting and retaining quality employees in a difficult hiring climate and exemplifying that creating 
a flexi-culture can be rewarding – for employer and employee alike.
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CHECKLIST

7.   END-OF-CHAPTER CHECKLIST

Have discussion sessions been held with line managers to ensure that they are 
supportive	of	FWAs?

Has a proper assessment been carried out to determine the needs of employees 
and the organisation?

Has a cost-benefit analysis been carried out to determine if implementation of 
FWAs	is	in	the	interest	of	the	organisation?

Has your organisation developed clear goals and targets for tracking the 
effectiveness	of	FWAs?

Is	a	pilot	programme	in	place	to	test	the	effectiveness	of	FWAs?

Are there feedback channels provided to employees so that feedback can be 
gathered	on	FWAs?		
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1.   INTRODUCTION          

As a result of the continual change brought about by the dynamic business landscape, companies 
have been evolving their performance management systems from half yearly and yearly reviews 
to providing employees with ‘real-time’ feedback so that identified areas of improvement can be 
addressed straight away. Companies managing a workforce where people thrive on timely and 
continuous feedback are encouraged to implement such good practices so that any shortfalls or 
areas of weakness can be addressed in a timely manner.

Performance Management refers to the integrated process of maintaining or improving employee 
job performance through the use of goal setting, measuring progress, providing feedback and finally 
coaching to help employees improve their job performance. A good performance management 
system ensures that performance at the workplace is assessed fairly regardless of age, gender, 
race,	 religion,	 marital	 status	 or	 disability.	 With	 the	 increase	 in	 diversity	 in	 Singapore’s	 multi-
generational workforce, employers should also realise that the nature of the work and the flexible 
work arrangements present can also influence the way in which employees are assessed. Rather 
than work which is defined by outputs within a typical work day, piece meal work, project work 
warrants a review of measures so that a fair and effective performance management system is 
attainable.

2.   PURPOSE

This chapter establishes the appropriate guidelines to appraise and consistently monitor the 
performance of employees based on fair and relevant performance objectives. This objective 
assessment of an employee’s performance will enable employers to better determine the necessary 
development needs and career opportunities for employees.

3.   BENEFITS

An effective performance management system is important as it helps to identify the areas of 
strengths and areas for improvement. The benefits brought about by an effective and objective 
performance management system include the following:

•	 Improves	productivity	and	employee	performance
Performance management aligns the employees’ efforts to the strategic goals and objectives 
set out by the company. Carrying out the relevant appraisals enables organisations to quickly 
identify an employee’s strength and areas of improvement. Training and up-skilling courses can 
be arranged according to employee needs so that higher performance levels and an increase 
in productivity and efficiency may be achieved.

•	 Facilitates	open	communication
Conducting regular performance reviews provides both employees and employers an 
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opportunity to communicate their needs and concerns. Employers can tap on these
sessions to communicate the goals and strategies while employees can leverage on these 
sessions to discuss any concerns that they may have.

 
•	 Increases	employee	job	satisfaction

Performance management helps to identify employees’ developmental needs and career 
aspirations, both of which are critical factors to address when building an engaged and 
committed	workforce.	When	an	 identification	of	 these	 factors	have	been	made,	employers	
will witness an increase in employee job satisfaction and an increase in employee loyalty as 
employees feel that the organisation cares about their needs.

•	 Ensures	fair	distribution	of	rewards
An effective performance management process establishes a strong link between an employee’s 
performance and the rewards he or she is entitled to through objective measurement of his or 
her	performance.	With	merit-based	evaluation	criteria,	employees	will	be	more	willing	to	do	
their best for the company.

4.   GUIDELINES

An effective performance management system consists of a defined set of tools, processes and 
actions that enables employers and managers to increase the performance of employees. It is 
important for employers to recognise that the performance evaluation process should be based on 
a set of fair and objective standards. Evaluation criteria used for mature workers, or employees on 
a flexible work arrangement, should be reflective of their contributions and expectations outlined 
by the job requirements. Measures used to assess mature workers or those on a flexible work 
arrangement should be redefined so that an accurate evaluation based on the job responsibilities 
and tasks can be achieved. 

The key to implementing an effective performance management system lies in setting and 
communicating clear and measurable goals. These goals should be frequently communicated to 
employees so that the workers are aware of the expectations to be met. At the same time, the 
process of setting these goals also ensures that employers evaluate all employees on a set of merit-
based criteria.

4.1.   ADOPTING GOOD PRACTICES IN PERFORMANCE 
	 		 MANAGEMENT	REVIEWS	

When	conducting	performance	appraisals,	employers	should	take	into	account	the	following	good	
practices so as to create a ‘win-win’ relationship with their employees: 

•	 The	Role	of	Managers	in	Performance	Appraisals
- Performance appraisals help managers to evaluate the performance of their employees 
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 using objective	parameters such as quality of work done, quantity of work done, cost  
 incurred and length of time they have worked for.

 - Managers should execute the appraisals in a fair manner in order to establish better
relationships with their employees. Appraisals should also be based on performance so 
as	to	avoid	claims	of	discrimination.	While	certain	factors	such	as	age	may	influence	the	
decision markers or KPIs, age alone should not be used as an indicator of the employee’s 
potential or performance. Similarly, the training opportunities offered to employees should 
be not be influenced by the aforementioned factors. Rather, these ought to be suggested 
by managers as a result of the appraisal sessions.

- Managers need to be cognisant	of	the	sensitivities	involved	between	employees	and	
managers, who may be several years younger than their employees. Managers should 
demonstrate empathy and understanding when communicating feedback so that mature 
workers may feel at ease. The success of performance appraisals lies in the manager’s 
ability to put his or her subordinates at ease, and to conduct these sessions where both 
parties are able to communicate honestly and effectively.

- Managers must also be cognisant of the different	approaches	 to	adopt	 for	different	
employees in monitoring performance. For example, some mature employees may prefer 
their supervisor to closely monitor their performance as they lack confidence especially 
when they are required to acquire new knowledge or skill in an existing role. These 
individuals may require more time to adjust to using new knowledge and skill required, 
so on-boarding and knowledge and skill acquisition must be appropriately scheduled 
allowing time for practice and assimilation.
 

- In preparing for appraisals, managers must put considerable thought to the most 
appropriate approach to communicate	 to	 the	 different	 demographic	 groups and 
individuals in these groups. Managers should take into account profiling of employees, 
providing due consideration for generational characteristics. This is especially important 
during appraisal sessions, so that managers are able to better manage the sessions. 
For example, a mature employee may be more reticent and less forthcoming with their 
feedback as they are afraid of any backlash so in planning for such sessions, a series of 
‘probing’ questions should be formulated to help tease out concerns and reservations.

- The complexities of managing a diverse workforce requires a myriad of different
approaches and techniques. It would be advisable for companies to organise	 regular	
training for its managers in such areas as ‘Diversity Management’, ‘Understanding a 
Multi-Generational	Workforce’	to	better	equip	them	with	an	adequate	level	of	awareness	
and understanding.
  

•	 360-Degree	Appraisal	
 - This method involves gathering feedback from different groups of employees at the 
   workplace so that managers can obtain a more comprehensive evaluation of the employee. 
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 - 360-degree appraisals include peer reviews. In this way, managers can gain valuable 
insight on how each individual employee is viewed by other stakeholders of the organisation. 
It also gives a more accurate gauge of the employees’ performance in a team environment.  
In such situations, due care and concern should be placed to ensure that ageism is not 
an influencer during peer review sessions. HR and managers should communicate to all 
team members that stereotypes should not cloud their judgement of the mature workers 
and that evaluations should be based on the mature workers’ strengths and weaknesses, 
as well as their performance and teamwork.

•	 Self-Assessment
 - In self-assessment, the employees assess their own performance. Self-

assessment allows the manager and the employee to calibrate expectations.  Managers 
and employees are typically encouraged to ensure that their assessments are backed up 
by evidence so that the conversations at the review sessions are more productive. This 
approach towards identification of gaps (where shortcomings are acknowledged) creates 
a greater impetus for the employee to work more expeditiously towards expected goals.

 - Self-assessment also allows managers to better understand the needs and concerns of 
   employees. Relevant interventions such as training, counselling or emotional support can 
   thus be provided, where necessary, to raise performance levels. 

 - Prior to conducting self-assessments, it is important that employers manage the mindsets 
of mature workers who have been re-employed in the company. It is necessary 
to communicate to mature workers the gradual shift in their role played within the 
organisation. Mature workers who may have been previously aggressively pursuing 
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promotions, or are seeking to continue progressing up the career ladder may need to 
have their career ambitions recalibrated. Employers will have to communicate the 
new realities and set new expectations that the role played by mature workers may be 
more suitable for mentoring or grooming of identified talents for succession planning.

4.2.			 EVALUATING	A	PERFORMANCE	MANAGEMENT	SYSTEM

Due to the huge diversity of a multinational and multi-generational workforce, performance 
management systems have become increasingly more complex. Employers need to be more 
proactive in understanding that the standards used to evaluate each employee may differ, depending 
on the nature of the job, the job responsibilities and even on the flexible work arrangements of 
employees. 

Evaluation of an organisation’s performance management system helps in assessing whether the 
planned objectives are achieved and also ensures that fair practices are adopted in the distribution of 
rewards as well as the identification of talents for succession planning and learning and development. 
The approach adopted to evaluate employees should resonate with the individual assessed. This 
can be achieved by taking into consideration the sensitivities involved between employers and 
employees, as well as the realities of the workforce, which is becoming increasingly diverse and 
multi-generational. Evaluating a performance management system involves the following steps 
below:

1. Include an evaluation process in the performance management system

	 •	 When	 designing	 a	 performance	 management	 system,	 it	 is	 important	 to	 identify	 the	
objectives. This will determine the criteria to be met in order for the system to be considered 
a success. 

	 •	 Finally,	determine	how	to	measure	the	outcomes	of	the	performance	management	system	
   developed.

2. Determine if processes and guidelines are followed

	 •	 Check	 if	 appraisals	 are	 performed	 in	 accordance	 with	 the	 guidelines	 in	 place	 and	 if	
   managers are executing performance appraisals on a timely basis.

	 •	 Check	 if	 managers	 are	 conducting	 their	 reviews	 on	 facts	 and	 hard	 data	 rather	 than
   opinions. 

3.  Determine the impact of the performance management system

	 •	 Does	the	current	system	encourage	employees	to	develop	their	skills?	Does	the	system
motivate workers to increase outputs? In short, does the current system of evaluating 
employee performance yield the results expected?
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It is important to receive regular feedback on the effectiveness of the performance management 
system. Feedback should be gathered from various sources so that different perspectives can 
help to better improve the performance management system. Lastly, HR should recognise that the 
performance management system is not a one-size-fits-all system that is conducted once a year. 
Instead, the way in which the performance management appraisals are crafted and communicated 
should entail a degree of tailoring and adjustments, according to the job arrangements of the 
organisation’s workforce.

5.   CONCLUSION

Having a merit-based and objective appraisal process, which is communicated to all employees, is 
critical to employers who choose to adopt merit-based principles when designing and implementing 
performance management systems. Doing so allows employers to promote the most suitable 
deserving individual for the role. Furthermore, an effective performance management system can 
enhance job satisfaction and instil in employees a sense of pride in being part of a high performing 
organisation. 
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ST LUKE’S ELDERCARE LTD

BACKGROUND

St Luke’s ElderCare Ltd is a Christian eldercare organisation which provides social day care, day 
rehabilitation and also facilities such as a senior wellness gym whereby elderly citizens can exercise 
to keep fit. Since 1999, the organisation has been committed to reach out to the senior population 
in Singapore. St Luke’s ElderCare has a multi-generational workforce, with 91% of their workers 
aged above 40 years old.

PERFORMANCE MANAGEMENT 

St Luke’s ElderCare conducts performance appraisal twice a year for all staff. During the performance 
appraisal, the supervisor will hold a discussion with the employee regarding his or her performance, 
gather feedback, and address areas of improvements and challenges faced at work. To achieve 
proper benchmarking, staff are compared and ranked with measurable KPIs across all 12 centres 
instead of only within the individual centre. This practice creates friendly competition amongst the 
staff and motivates them to perform better than fellow colleagues holding the same job function.

Apart from this, regular meetings are held to motivate employees, and provide them a platform to 
share their views and voice their needs. By doing so, St Luke’s ElderCare is able to address the 
needs of mature workers to overcome challenges at work. 

TRAINING	&	DEVELOPMENT	OPPORTUNITIES

Training plans are drawn out for the staff so as to give them the opportunity to pick up new skills 
within their job functions as well as beyond their own role. On an annual basis, a 4-day training 
workshop is conducted over a 1-month period for all new and existing staff. This workshop enables 
staff to come together to learn new skills, share knowledge and also enhance their ability to handle 
the elderly at the centres.

St Luke’s ElderCare perpetuates the ethos of lifelong learning by enrolling the mature workers for 
relevant courses and continuing in-house education. Skills upgrading courses are also provided to 
the mature workers so that the relevant skills and required knowledge can be acquired. Examples 
of skills upgrading courses include the Therapy Aid, Dementia Care and ad-hoc eldercare and 
healthcare courses. 

For instance, Ms Alicia Lee, a mature employee (aged 65) at the Clementi Centre, holds a job 
position as a Senior Care Staff. After enrolling into the Health Management International Ltd and 
a	course	accredited	with	the	Singapore	Workforce	Development	Agency,	at	the	Institute	of	Health	
Sciences, she was better equipped with the competencies to work in the eldercare industry. 

In addition, employee interest is also considered when deciding the appropriate training for workers. 
For example, a staff with an interest in singing was given a lead role to “nurture” and train elderly in 
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regular singing practices. He was also able to attend voice training to help him improve his role to 
train the elderly. Apart from this, regular project debriefs are conducted so that feedback is provided 
to teams and individuals so as to improve employee effectiveness.

JOB	RE-DESIGN	TO	ENHANCE	JOB	PERFORMANCE	OF	MATURE	WORKERS

By	re-designing	workflows	using	the	funds	from	ADVANTAGE!	scheme,	job	tasks	are	enhanced	to	
become more efficient and safer for mature workers. This includes the procurement of treadmill 
hoists,	wheelchair	lifters,	back	braces,	trolleys,	and	floor	scrubbers.	With	the	use	of	these	equipment,	
mature workers have found that their jobs are less strenuous and easier to handle. For instance, 
the procurement of treadmill hoists has lessened the amount of physical activity required of mature 
workers. Similarly, the purchase of wheelchair lifters, which serve to lift wheelchairs into vehicles 
when patients are required to travel, has also reduced the amount of physical strain job tasks have 
on mature workers. As such, job re-design through the procurement of such equipment has enabled 
mature workers to better carry out their tasks and focus their efforts and attention on important job 
responsibilities.

BENEFITS OF PERFORMANCE MANAGEMENT

St Luke’s ElderCare’s effective performance management programme has improved productivity 
and performance of the employees, through the alignment of the employees’ efforts in the direction 
of the achievement of the company’s strategic goals. It has also enjoyed a positive rate of employee 
retention, including matured workers who chose to stay on past their retirement age. 

The collaborations in learning and training across different teams and centres have increased  
bonding and promoted greater teamwork.  By allowing staff to focus on their areas of strength and 
interests, we see evidence of greater creativity and passion at work, including unveiling new talents 
and gifts of the individuals. These intrinsic factors help make work more enjoyable despite the 
demands at work to care for the elderly.

These efforts have increased the efficiency of mature workers, increased employees’ job satisfaction 
and the organisation’s overall productivity.
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CHECKLIST

7.   END-OF-CHAPTER CHECKLIST

Has a review of the current performance management system been conducted?

Are performance appraisals based on a set of fair, objective and merit-based 
criteria?

Are generational characteristics taken into consideration when communicating 
to mature workers during performance appraisals?

Are employees aware of the evaluation criteria used during peer appraisals?

Have managers aligned expectations of mature workers to that of the company?

Are performance reviews conducted regularly?  

Is the performance management system reviewed and evaluated on a regular 
basis so that improvements can be made?
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1.   INTRODUCTION          

With	the	government	advocating	the	importance	of	leading	healthy	lifestyles,	employees	today	have	
begun	to	place	a	greater	focus	on	corporate	well-being	programmes.	Well-being	programmes	refer	
to the policies and activities introduced to create a healthy workplace to attain mental,	emotional	
and	physical	well-being	of	employees.	Well-being	programmes	can	range	from	health	workshops	
to fitness programmes and sports activities, to organising corporate social responsibility events to 
a well-stocked pantry. It excludes monetary benefits such as allowances and incentive payments. 

This is especially essential in today’s context as companies often find themselves managing 
an increasingly diverse workforce. In particular, the rising number of mature workers within the 
workplace has necessitated a prioritisation of well-being programmes in the workplace to address 
general mental, emotional and physical health of employees. Adopting well-being programmes can 
help to create a productive workforce, strengthen the organisation’s culture and employer branding 
and is also an important talent attraction and retention strategy.

2.   PURPOSE

This chapter provides the guiding principles to the proper planning and implementation of well-
being programmes, so that companies may gain the strategic advantages of investing time and 
effort in creating a safe, healthy and conducive work environment. Depending on the individual 
needs of employees and the organisation, the guidelines provided may be adjusted accordingly so 
as to formulate well-being programmes that are suited to each company.

3.   BENEFITS

Advocating and implementing well-being programmes is not only in the interest of employees, but 
also	 in	 the	 interest	 of	 employers.	While	 employees	 benefit	 from	working	 in	 a	 safe,	 healthy	 and	
supportive work environment, organisations are able to enjoy the results of having a fit and satisfied 
workforce. These are expanded in greater detail below:

•	 Increase	in	productivity
By creating a work environment that promotes healthy living and a work-life balance, employees 
are less susceptible to work-related illnesses or stress. This results in a decrease in employee 
absenteeism, which in turn contributes to an increase in productivity. Further, the merits of 
healthy lifestyles advocated through such programmes result in organisations having a fit 
workforce, which in turn leads to an increase in productivity.

•	 Reduced	healthcare	costs
With	the	adoption	of	well-being	programmes,	companies	can	save	on	resources	previously	
spent on healthcare as healthier employees would require less frequent medical attention. 
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These resources can be channeled into other aspects of the organisation to improve the 
company’s bottom line. Additionally, with a healthier workforce, health care costs of employees 
will also decrease, which translates to lower health insurance premium paid by the company 
and reduced healthcare costs.

 
•	 Improved	talent	attraction	and	retention

As a result of the inclusive and healthy work environment created and other programmes 
which extend towards giving back to society, employees are likely to feel that there is a good 
balance between work and leisure and thus become more satisfied with their jobs and are also 
more motivated to remain with the organisation. This is because the time and money invested 
in adopting such well-being practices are indicators, in the eyes of the employees, of the 
organisation’s willingness to invest in its workforce. As a result of the good workplace culture 
and environment, talent attraction and retention are likely to increase.

4.   GUIDELINES

Well-being	 programmes	 aim	 to	 foster	 supportive	workplace	 environments	 and	 promote	 healthy	
lifestyle	practices	within	an	organisation.	With	the	dynamic	nature	of	today’s	borderless	economy,	the	
role of well-being programmes in the cultivation of a healthy and productive workforce is becoming 
increasingly apparent. Employers are more willing to invest and place proper emphasis on existing 
well-being programmes, or undertake new well-being programmes if applicable, for the strategic 
growth of the company.

The chart below outlines the steps taken when implementing an effective well-being programme. 
More information about the details involved in each step can be found in the following sections.

WELL-BEING PROGRAMMES

W ll b i P

Planning
• Establish management

Designing
• Determine what to offer

Implementing
• Promote the 

Well-being Programmes

g
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• Conduct needs 
assessment

• Ensure resources are 
available

• Offer a variety

programme
• Evaluate and review



72

4.1.   PLANNING WELL-BEING PROGRAMMES 

Before implementing a new well-being programme or augmenting current well-being programmes, 
a few preliminary actions need to be undertaken, as listed below:

4.1.1. ESTABLISH MANAGEMENT COMMITMENT    

•	 Establishing	management	support	for	such	initiatives	is	important	when	communicating	well-
being programmes throughout the organisation. It also portrays the company in a favourable 
light as it shows that the company is proactive in fostering a safe and healthy environment for 
employees.

•	 Once	management	 support	 has	 been	 received,	well-being	 policies	 outlining	 the	 goals	 and
 motivations behind such initiatives can be drafted and shared within the organisation.

4.1.2. CONDUCT NEEDS ASSESSMENT

•	 Assessing	 the	 health	 and	well-being	 needs	 of	 employees	 is	 pertinent	when	 structuring	 an
 effective well-being programme. This can be determined by:

 - Examining the current external lifestyle trends and developments which may be related to 
employee health and well-being, so as to contribute to the development of relevant health 
and well-being programmes.

 - Consulting stakeholders in order to identify the health and well-being requirements of 
employees. Surveys and focus groups can be carried out to accurately determine the 
needs of employees.

•	 During	this	process,	employers	should	also	take	into	account	the	demographic	profile	of	the
 organisation’s employees so that the needs of all groups and ages are considered.

•	 Feedback	channels	should	also	be	provided	so	that	workers	may	express	their	opinions	on
existing well-being initiatives, if any. Otherwise, these feedback channels may be used to 
gather more information on the needs of employees.

4.2.   DESIGNING WELL-BEING PROGRAMMES 

Once the relevant health and well-being needs of employees have been identified, HR can begin to 
introduce suitable initiatives which cater to the needs of employees. This process involves:
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•	 Determining	the	types	of	well-being	programmes	to	be	offered.	E.g.	healthy	eating,	physical
activities, smoking cessation etc. The type of well-being programme offered should take into 
account the profile of the organisation’s workforce.

- For example, companies with mature workers may consider offering a variety of 
activities requiring differing levels of physical activity. Younger employees may engage in 
more physically demanding activities such as soccer or futsal while mature workers may 
engage in activities requiring lower levels of physical exertion such as taichi.

- In addition, organisations with mature workers can also consider offering health workshops 
to educate these employees on ways in which they may prevent such illnesses. Alternatively, 
health checkups can also be offered to mature workers to ensure that they are fit and 
healthy.

•	 Ensuring	resources	are	available	so	that	programmes	are	well	executed	and	leave	a	positive	
 impression on employees.

•	 Ensuring	that	a	variety	of	programmes	are	offered	so	that	employees	may	have	a	choice	when	
 participating in these activities.

4.3.   IMPLEMENTING WELL-BEING PROGRAMMES

4.3.1. PROMOTE THE PROGRAMME

In order to create initial momentum and to maximise employee participation in these programmes, 
HR can consider promoting the programmes internally via e-mails, posters, managers etc. The goal 
is to generate interest and to facilitate active participation.
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4.3.2.	 EVALUATE	AND	REVIEW

•	 It	 is	 important	 that	 employers	 measure	 and	 evaluate	 the	 impact	 of	 the	 well-being	
programmes introduced. Once again, feedback channels provided will be useful in gathering 
thoughts and opinions of employees on the overall effectiveness of the programme, or on 
ways in which the programme can be improved. Annual employee satisfaction surveys can 
include a section on the impact and effectiveness of the well-being programmes introduced.

•	 Evaluation	of	the	well-being	programme	will	help	HR	in	the	following	areas:

 - Understand what worked well and identify ways in which the organisation has benefitted 
  from the programme

 - Compare costs incurred against the outcomes 

 - Identify areas of improvements

 - Identify problems which took place and recommend modifications

4.4.			 ELEMENTS	OF	EFFECTIVE	WELL-BEING	PROGRAMMES

With	each	organisation	having	its	unique	workforce	DNA,	the	type	of	well-being	programmes	offered	
are no doubt often different in nature. This however, does not imply that the elements that define 
one effective well-being programme will be any different from another. The factors to the successful 
implementation of well-being programmes should encompass the following:

•	 Support	and	participation	from	senior	management

•	 Cost-effectiveness

•	 Sustainability	in	terms	of	participation	and	funding

•	 Aligned	to	employee	needs	driven	principally	by	organisational	demographics	and	culture

•	 Employee-led	in	that	ownership	of	the	initiatives	start	and	get	renewed	by	employees	on	a	
 regular basis  

•	 Eligibility	and	accessibility	to	all	employees	within	the	organisation

•	 Continuous	improvement	through	regular	evaluation	of	programmes
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5.   CONCLUSION

Employers implementing workplace well-being programmes should not simply do so in order to 
increase productivity or organisational branding as ‘employers of choice’. It is essential that the 
driver for adopting well-being programmes stems from the recognition of the continual value that 
these programmes bring about to companies. Furthermore, it is critical that employers realise 
that well-being programmes must be tailored to suit the needs of employees. As such, depending 
on the demands and size of the organisation, the number and types of well-being programmes 
offered can vary from company to company. Finally, fostering a workplace culture and environment 
where workers are fit, satisfied and have a good work-life balance, through well-being programmes 
cannot be achieved overnight. Companies have to be aware that tangible returns on well-being 
programmes, such as higher profits due to increase in worker productivity, will not be visible until 
two to three years later as compared to intangible returns, such as employees’ work attitude, which 
are more likely to occur after one to two years.
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NATSTEEL HOLDINGS PTE LTD

BACKGROUND

NatSteel	Holdings	is	one	the	top	steel	providers	in	the	Asia	Pacific.	It	is	a	wholly-owned	subsidiary	of	
Tata Steel. It employs more than 3,000 employees across Singapore, China, Thailand, Vietnam, the 
Philippines	and	Australia.	NatSteel	produces	more	than	2	million	tonnes	of	premium	steel	products	
for the construction industry in the region on a yearly basis.

WELL-BEING PROGRAMMES

NatSteel	adopts	a	holistic	programme	to	ensure	the	social,	physical	and	mental	well-being	of	 its	
employees.	Several	 keys	 to	 the	 success	of	NatSteel’s	well-being	programme	 include	 its	Sports	
and Recreation Club (SRC), Occupational Health Unit (OHU), as well as Human Resource (HR) 
department, all of which work in collaboration to plan and organise a myriad of activities across the 
year. 

The SRC promotes social bonding among colleagues and physical exercise through its activities, 
some which are organised as often as on a weekly basis. One such event for example is Active 
Day. Active Day is an Amazing Race-typed challenge where the workers form teams to participate 
in the race. It is held several times a year, thus this helps to bond staff. Furthermore, weekly sport 
activities and coaching classes for learning new sports are organised. Outdoor sports activities 
consist of badminton sessions, golf, rock climbing and archery while indoor activities comprise 
lunchtime yoga, board games, etc. Keeping in mind the importance of relaxation and fun that staff 
should	enjoy	in	the	office,	apart	from	work,	the	SRC	celebrates	festivals	such	as	Chinese	New	Year,	
Christmas, etc. This improves the mental health of employees.
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In tandem, OHU and HR advocate employees to lead healthy and vibrant lifestyles through their 
comprehensive workplace health programmes. The company has qualified medical professionals 
such as doctors and nurses at their in-house clinic to provide prompt medical treatment and 
counselling to employees. In addition, health screening and lifestyle surveys are conducted annually 
for mature employees and biannually for those below 40 years of age. After health checks, for 
the cases where personalised data shows that an employee has health-related issues, OHU will 
implement specific programmes to help the affected staff and will also monitor his or her health 
performance over time. Health programmes such as smoking cessation, weight management, 
cholesterol management, and other programmes are arranged to assist staff to lead a healthier 
lifestyle.	Workshops	on	physical	and	mental	health	are	organised	to	educate	employees;	these	talks	
included cancer awareness, HIV awareness, stress management and healthy cooking. Moreover, 
OHU	and	HR	ensure	abundance	of	healthy	food	at	NatSteel’s	in-house	canteen.
 
In determining the calendar of activities across the year, SRC and OHU also ensure that there is a 
mix between low and high intensity activities, so as to cater to different groups of staff. The activities 
are also organised regularly at different timings so as to facilitate participation by the significant 
number of mature employees who are on shift work.

BENEFITS OF WELL-BEING PROGRAMMES

With	a	comprehensive	well-being	programme,	NatSteel	Holdings	is	able	to	maintain	the	health	of	
its mature employees. Thus, they are able to continue working competently. Currently, 22% of the 
company’s workforce consists of mature workers aged 40 to 54, and 7% of the workforce consists 
of mature workers aged 55 and above. In this way, the wealth of knowledge and experience that the 
mature workers possess will be retained in the company.
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CHECKLIST

7.   END-OF-CHAPTER CHECKLIST

Is management supportive of the adoption of well-being programmes in the 
organisation?

Has an employee-needs assessment been conducted?

Have existing well-being programmes, if any, been evaluated and reviewed on 
possible ways to improve?

Does the well-being programme proposed offer workers choice and variety so 
that the needs of all employees can be met? 

Has the well-being programme and its proposed initiatives been communicated 
to all employees?

Is there an on-going evaluation and review system that allows employers to 
assess the effectiveness of the well-being programme?

Are the well-being programmes offered sustainable and cost-effective?

Are feedback channels provided to employees so that feedback can be gathered 
on the organisation’s well-being programmes?
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1.   INTRODUCTION          

Managing a multi-generational workforce presents several potential advantages and opportunities 
for individuals and organisations. A multi-generational workforce refers to the presence of different 
generations within an organisation. Employers in Singapore may find themselves managing employees 
in their teens to those close to retirement age. Furthermore, the challenge of effectively managing 
a multi-generational workforce is amplified by Singapore’s diverse and multi-racial community. The 
different	races,	religions,	value	systems	influence	the	way	employees	interact	with	one	another.	With	
the diverse mix of races in Singapore’s resident workforce, the impetus to create an inclusive work 
environment should not be overlooked or underestimated. As a result of the different backgrounds 
and characteristics of each generation, employers need to carefully select their approach when 
managing workers so that an inclusive organisation culture and environment is created.  

* For more information, please refer to: http://www.mom.gov.sg/Documents/statistics-publications/manpower-supply/
report-labour-2012/mrsd_2012LabourForce.pdf

2.   PURPOSE

This chapter aims to provide employers with a deeper understanding of the characteristics of 
each generation so that approaches and practices may be tailored to suit individuals when 
managing employees. An effective management of the different generations within the workforce 
allows employers to maximise the benefits brought about by workplace diversity. Guidelines for 
the successful introduction and implementation of policies and practices to ensure the smooth 
integration of different generations into the workplace will be discussed at greater lengths in the 
following sections.

3.   BENEFITS

A multi-generational workforce can offer companies numerous benefits. The different perspectives, 
knowledge and skill sets possessed by each generation can be positively harnessed to ensure 
that they add richness and colour to an organisation’s culture and provide opportunities for healthy 
feedback and debate. However effective management is important especially as organisations in 
Singapore face changing demographic profiles and manage a huge diversity of talents across the 
globe.	With	a	diverse	workforce,	companies	can	reap	the	following	benefits:	

•	 Spawns	innovation	and	creativity
The diverse skill sets, knowledge, experience and perspectives of each generation provide 
employees with the opportunity to grow and learn from one another. The daily workplace 
interactions in fact form a platform for knowledge, which in turn spurs innovation and creativity. 
Workplace	 diversity	 also	 increases	 employee	 morale,	 making	 the	 workplace	 a	 pleasant	
environment to work in. Diversity in leadership within a firm also allows managers to bring in 
new skills, styles and approaches for achieving unity within their teams.
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•	 Attraction	and	retention	of	talent	
Effective management of a diverse workforce also results in the attraction and retention 
of	 talent.	 When	 employers	 advocate	 fair	 employment	 and	 anti-discrimination	 practices,	
employees are less likely to leave the company. An increase in employee loyalty also leads 
to a higher retention rate and cost-savings as employers spend less time and effort on 
recruitment.

 
•	 Increased	adaptability	and	services	offered

With	a	diverse	workforce,	companies	are	more	equipped	and	adaptable	to	maintain	a	diverse	
customer base. By understanding and tapping on the diverse backgrounds of employees, 
organisations are more adaptable to the dynamic demands of the markets and customers. 
Diversity in knowledge, skills and experiences such as languages and cultural understanding 
also places companies in a better position to provide service to global customers.

4.   GUIDELINES

The Ministry of Manpower (MOM) has established guidelines* which aim to assist companies in 
managing their multi-generational workforce effectively and efficiently. These principles are intended 
to guide employers during the assessment of existing diversity management practices, and the 
implementation of new, or revised, diversity management practices.

1. Respect differences

2. Keep an open-mind

3. Build self-awareness

4. Get to know and understand team members at an individual level 

5. Acknowledge differences in communication styles and languages. 

6. Make decisions based on team members’ abilities and task specifications. 

Apart from adhering to the above guidelines, having a deep understanding of the working styles and 
preferences, beliefs, values system of individuals or groups of individuals help to foster organisational 
cohesion.

* Adapted from: 
http://www.mom.gov.sg/Documents/employment-practices/WDM/Workplace%20Diversity%20Management%20
Tookit%20and%20Manager’s%20Guide.pdf 

4.1.   UNDERSTANDING DIFFERENT GENERATIONS

A study commissioned by the Tripartite Alliance for Fair Employment Practices (TAFEP) sought 
to deepen the understanding of the different generations at the workplace and the inherent intra-
generational conflicts companies may face. According to this study, the four different generations 
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identified within Singapore’s workforce included the Traditionalists, Baby Boomers, Gen X and 
Gen Y. The following sections highlight the characteristics of these generations so that employers 
may bridge intra-generational gaps and in turn maximise the advantages brought about by a diverse 
workforce. 

The descriptions provided below serve to facilitate understanding and identification of possible 
conflicts	that	may	arise	at	the	workplace.	While	the	characteristics	provided	may	present	employers	
with a gauge of the working styles and preferences of the different generations, employers should 
remain mindful that these descriptors are not true to all individuals within the same generation.

a)	 Traditionalists	
 Traditionalists, also known as veterans or the silent generation, refer to workers born before 
 1946. Their strengths include:

•	 Strong	work	ethics

•	 Experience

•	 Focus	and	perseverance

•	 Stability

•	 Composure

Employers working with Traditionalists also need to recognise the potential challenges faced by these 
employees, which include their reluctance to voice opinions and tendency to avoid confrontational 
situations.

b)	 For	Baby	Boomers
 Baby Boomers refer to workers who were born between 1946 and 1964, and make up the 
 second largest group of supervisors after Gen X within the local workforce. Their strengths 
 include: 

•	 Dedication

•	 Positive	working	attitude

•	 Experience	

•	 Good	team	players

•	 Commitment	to	the	company	and	customer	service

Similar to Traditionalists, Baby Boomers have the tendency to avoid confrontational situations and 
may, at times, place too much attention on the process over achieving results.

c)	 Gen	X
 Gen X refers to those born between 1965 and 1980. Their strengths include:

•	 Adaptability
•	 Technologically-literate
•	 Independent
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•	 Creative

•	 Willingness	to	contribute

Unlike Traditionalists and Baby Boomers, Gen X employees often distrust authorities and are 
generally sceptical. 

d)	 Gen	Y
 Gen Y refers to workers born after 1980. Their strengths include:

•	 Optimistic

•	 Ability	to	multi-task

•	 Technologically	savvy

•	 Ambitious	and	result-oriented

•	 Open-minded

However, these employees have the tendency to switch jobs frequently and place an emphasis on 
having fun while at work.

While	 the	 aforementioned	 generations	 may	 differ	 in	 several	 ways,	 common	 characteristics	 are	
shared across these generations. Some of these similarities that employers should take into account 
include the following:

•	 Most	employees	from	all	generations	view	that	the	age	of	their	supervisor	is	inconsequential

•	 Face-to-face	meetings	and	team	meetings	are	the	preferred	means	of	organisational	
 communication 

•	 Elder	care	needs,	such	as	taking	care	of	parents	have	overtaken	childcare	needs	as	a	Work-
  Life concern of employees*

* For more information, please refer to: http://www.tafep.sg/assets/files/Publications/Publication%20-%20Harnessing%20
the%20Potential%20of%20Singapore’s%20Multi-Generational%20Workforce.pdf
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4.2.			 CREATING	AN	INCLUSIVE	ENVIRONMENT	 	 	  

The key to managing a multi-generational and diverse workforce lies in creating an inclusive and 
harmonious work environment. Employers need to recognise that in order to achieve organisational 
cohesion, positive interaction and understanding of different backgrounds should be encouraged 
within the workplace. As such, creating an inclusive environment entails creating an infrastructure 
parallel to the training framework within the organisation to orchestrate a more formal structure for 
knowledge transfer, knowledge sharing and capacity building. This can be carried out by adopting 
the practices mentioned below: 

•	 Physical	Environment	of	the	Workplace

 - Design workplaces that encourage interactions between employees.

o Providing a common space for employees to interact and meet informally.

o Creating an open-concept office space. 

o Catering to the various needs of employees. For example, nursing rooms for mothers,
 handicap access for the disabled, workplace ergonomics for mature workers.

•	 Policies	and	Work	Arrangements

- Develop a set of flexible benefits and rewards that cater to the different needs.

- Review and modify existing policies and internal communications to ensure that no
 employees are excluded.

- Rewarding and recognising employees who propagate values and behaviours that cultivate 
 inclusive and harmonious workplaces.

- Creating employee networks and mentorship programmes so as to provide support for
 employees who seek help and advice. 

o Offering mentorship opportunities creates an internal platform for knowledge transfer
 and knowledge sharing. The interactions as a result of the mentorship programmes 
 can benefit the company by spurring innovation and ensuring cultural integration.

o Employee networks, which may be formed over common interests or for employees of 
 the same race or nationality provide employees with a support system and an avenue 
 for advice or experience sharing. 
 

•	 Integration	and	Education	Programmes

- Introducing a buddy system to mature workers and new hires who may be of a different
 nationality and come from places such as Africa and Eastern Europe.

- Introduce cultural-integration programmes as part of training and education to all 
 employees. Doing so allows workers to better understand their co-workers and management 
 styles may even be adapted to facilitate a good working relationship. Programmes that 
	 shed	light	on	the	differences	between	Asian	work	cultures	and	Western	work	cultures	can	
 be highly beneficial to companies with a diverse mix of employees.
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 - Encourage the formation of multi-generational work teams is especially effective as the
   formal structure necessitates interaction and participation by all members of the work 
   team.

 - Organising formal and informal workplace activities to facilitate interactions between 
   employees of different backgrounds, generations, and departments.

o For example, activities can be organised around common interests to encourage
 employees to bond on common themes such as sports, family life, or even hobbies. 
 Alternatively, events celebrating major holidays of various nationalities and ethnicities 
 can be organised to facilitate a deeper understanding of different races.

o Active participation should be encouraged across all levels.

•	 Capability	Building	for	HR,	Managers	and	Supervisors

 - Ensure that those handling HR functions are adequately trained and equipped to effectively 
   guide the organisation through the developments in the area of workplace diversity. This 
   includes:

   o Preparing for re-employment (specific to the Retirement and Re-employment Act and 
    its considerations).
   o Harnessing opportunities offered by the presence of age diversity in the workplace.

 - Increase supervisor capabilities in terms of organising, motivating, and leading multi-
   generational teams. This includes: 

o Assessing supervisors’ existing leadership values and styles.

o Raising their awareness of how employees of different generations may like to be
 treated. For e.g. how does a specific generation of employee prefer to receive 
 feedback?

MULTI-GENERATIONAL WORKFORCE
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4.3.			 ASSESSING	EFFECTIVENESS	OF	WORKFORCE	DIVERSITY	
   MANAGEMENT

It is essential for the HR department to track the organisation’s progress in the field of workplace 
diversity management so as to determine if objectives are achieved and to identify the areas to be 
improved. Organisations evaluate if workplace diversity management strategies implemented have 
been effective by reviewing the following:

•	 Demographic	profile	of	the	workforce	over	time

•	 Recruitment	 (e.g.	 recruitment	 success	 rate	 across	 demographic	 profiles,	 sources	 of	
 recruitment channels etc.)

•	 Employee	engagement	(e.g.	absenteeism	rate	etc)

•	 Attrition	rate	across	teams,	functions	

•	 Feedback	from	employee	surveys	and	exit	interviews

•	 Participation	rates	and	profile	of	employees	at	targeted	events	

•	 Visibility	and	role	modeling	by	leadership	at	the	workplace

5.   CONCLUSION

Organisations with a multi-generational workforce ought to take advantage of the potential 
opportunities	it	presents.	With	a	multi-generational	workforce,	employers	should	seek	to	create	a	
workplace environment that acts as a platform where employees can exchange ideas and share their 
diverse skill sets, knowledge and experience. Crafting a workplace environment and introducing 
diversity management initiatives fosters organisational diversity and cohesion, which in turn allows 
employers to harness the opportunities for growth and development. As such, developing and 
implementing the right strategies to effectively manage a multi-generational workforce is critical.
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CASE STUDY

DAIRY FARM

BACKGROUND

Dairy Farm is one of Singapore’s biggest employers and has strong roots in the community dating 
back to 110 years ago, when Cold Storage supermarket was established. The Group is a leading 
retailer with some 10,100 employees (inclusive of 2,000 franchisees) across 850 stores island-wide. 
Over the past century, each of its retail banners has played a vital role in shaping the retail scene and 
consumers’ lifestyles in Singapore. These banners – Cold Storage, Market Place, Giant, Guardian 
Health & Beauty and 7-Eleven stores are trailblazing household names in the retail industry.

Dairy Farm Singapore is part of the public-listed Dairy Farm International, a pan-Asian retailer that 
operates renowned retail businesses including supermarkets, hypermarkets, health and beauty 
stores, convenience stores, home furnishings shops and restaurants.

MULTI-GENERATIONAL WORKFORCE

Dairy	Farm	Singapore	has	always	been	an	age-friendly	organisation.	With	about	10,100	full-time	
and part-time employees within the group (including franchisees), Dairy Farm continues to actively 
hire workers of all ages in all its recruitment exercises. 27% of the company’s workforce is aged 40 
to 54, 7.5% is aged 55 to 61 and 6.6% is aged 62 and above.

The organisation firmly subscribes to the philosophy of a multi-generational workforce. In addition, 
all the heartland stores have a significant pool of housewives working “flexi-hours” to cater to their 
family commitments. 

The organisation also strongly supports the re-employment of workers who have reached their 
retirement age. Over the years, Dairy Farm Singapore has offered re-employment to all its employees 
as long as they are fit, able to perform their duties and are keen to continue working. The company 
also does not cut the salaries of those offered re-employment unless there is a reduction in the 
scope of duties.
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Not	 only	 is	Dairy	 Farm	 equipped	with	 a	multi-generational	workforce,	 it	 has	 also	moved	 ahead	
with times, keeping up with technological advancements and constantly providing creative work 
processes, especially for mature workers. The following technological advancements have been 
installed:

a. Electronic advertisement boards (which minimises physical installation of 
  advertisements)

b. Auto-replenishment (that reduces manual replenishment ordering)

c. Radio frequency receiving (that reduces manual checking and errors)

d. Printing of price ticketing at stores (which improves efficiency and reduces errors)

e. Simplified point-of-sales checkout processes (that reduces work load)

In	addition,	employees	are	also	sent	for	Workforce	Skills	Qualification	(WSQ)	training	which	enhances	
their product & service competencies. Hence, they are able to serve customers better. 

BENEFITS OF MULTI-GENERATIONAL WORKFORCE

As an age-friendly organisation, Dairy Farm has always firmly believed that mature workers are an 
important part of their workforce. They have the maturity, experience and possess knowledge and 
skills in guiding new recruits and in keeping their loyal customers happy and satisfied. They are 
acknowledged as the rock behind the organisation’s business success. 

The	company’s	experience	with	mature	workers	has	been	 inspiringly	positive.	Not	only	are	 they	
responsible and dedicated, they are often punctual at work and hardly fall sick. They are not as 
physically agile and fast as younger employees, but given their experience and attention to details, 
they often deliver quality work and service that is both outstanding and exemplary. They are the very 
reason why Dairy Farm’s customers keep shopping there. The mature workers are indeed invaluable 
as they continue to impart their knowledge and skills generously to the next generation.  

The oldest employee of Dairy Farm is 78-year-
old storekeeper, Mr Tan Kim Hai, who has been 
working continuously for 55 years at Cold 
Storage supermarkets. Mr Tan said, “I have 
been working for half a century and I truly enjoy 
it as it keeps me active. I am glad I can still 
do my job well and that I am able to share my 
experiences with my younger team members.” 
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CHECKLIST

7.   END-OF-CHAPTER CHECKLIST

Does your organisation know the age composition of its workforce?

Is your organisation aware of the similarities and differences between the different 
generations?

Do current diversity management policies / initiatives include employees of all 
ages?

Does the current workplace environment promote organisational cohesion and 
diversity?

Are workplace activities and teambuilding events organised to enable employees 
to interact with one another?

Are managers and employees sent for training courses to help them manage / 
work in teams of different generations and diverse backgrounds?

Are there feedback channels provided to employees so that feedback can be 
gathered on the implemented diversity management policies?
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1. TRIPARTITE ALLIANCE FOR FAIR EMPLOYMENT PRACTICES   
 (TAFEP)

The Tripartite Alliance for Fair Employment Practices (TAFEP) offers consultancy services to 
employers who have signed the Employers’ Pledge of Fair Employment Practices. It aims to 
assist companies in the enhancement of their employment practices by reviewing their current 
hiring procedures and sharing practical examples adopted by other companies. Leveraging its 
unique tripartite identity, TAFEP works in partnership with employer organisations, unions and the 
government to create awareness and facilitate the adoption of fair, responsible and merit-based 
employment practices. TAFEP provides tools and resources, including training workshops, advisory 
services, and educational materials, to help organisations implement fair employment practices.

In addition, TAFEP also provides tools and resources, including training workshops, advisory services 
and educational materials, to help organisations implement fair employment practices. 

For more information on fair employment practices, please refer to http://www.tafep.sg/. Alternatively, 
employers may contact TAFEP at their general hotline 6838 0969 or email pledge@tafep.sg to 
arrange for an appointment.
  

2. MINISTRY OF MANPOWER (MOM)

The Ministry of Manpower (MOM) seeks to develop a great workforce through the improvement of 
skills and productivity of the Singaporean workforce, so as to achieve better jobs, higher incomes and 
a secure retirement. MOM aims to build progressive workplaces, strengthen tripartite relationships 
and encourage harmonious work cultures so as to create fair and forward-looking employment 
practices that provide safe and healthy work environments and enable balanced work-life. 

For more information on employment legislation and guidelines, please refer to http://www.mom.
gov.sg/. Alternatively, employers may contact MOM at 6438 5122.

3.	 SINGAPORE	WORKFORCE	DEVELOPMENT	AGENCY	(WDA)

The	Singapore	Workforce	Development	Agency	(WDA)	aims	to	help	workers	advance	in	their	careers	
and lives by developing and strengthening skills-based training for adults. The agency works with 
various partners – including employers, industry associations, the Union and training organisations, 
to	develop	relevant	skills-based	training	that	is	accessible	to	all	in	the	Workforce,	whether	young	or	
old, from rank-and-file to professionals and executives.

For	more	information	on	the	WorkPro	Scheme	or	skills-upgrading	and	training	courses	for	employees,	
please refer to http://www.wda.gov.sg/.	Alternatively,	employers	may	choose	to	contact	WDA	at	
6883 5885 or at wda_enquiry@wda.gov.sg.
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4. NATIONAL TRADES UNION CONGRESS (NTUC)

The	National	Trades	Union	Congress	(NTUC)	is	a	national	federation	of	trade	unions	in	the	industrial,	
service	and	public	sectors	in	Singapore.	NTUC’s	objectives	are	to	help	Singapore	stay	competitive	
and workers remain employable for life; to enhance the social status and well-being of workers; and 
to build a strong, responsible and caring labour movement. 

NTUC’s	vision	is	to	be	an	inclusive	labour	movement	for	all	collars,	ages	and	nationalities.	NTUC	
is at the heart of the Labour Movement, which comprises 60 affiliated unions, one affiliated taxi 
association, 14 social enterprises, four related organisations and over 700,000 members. 

For more information on worker assistance programmes in job re-creation, skills training and funding 
schemes, please refer to http://www.ntuc.org.sg.	Alternatively,	employers	may	contact	NTUC	at	
6213 8008 or at membership@ntuc.org.sg. 

5. SINGAPORE NATIONAL EMPLOYERS FEDERATION (SNEF)

Singapore	 National	 Employers	 Federation	 (SNEF)	 aims	 to	 act	 as	 the	 employers’	 vanguard	 in	
enhancing harmonious industrial relations and responsible employment practices thereby enabling 
companies to stay competitive. The organisation seeks to help employers achieve excellence in 
employment practices in order to enhance their productivity and competitiveness as well as the 
quality of their employees’ work-life, and strengthen the employers’ role in the tripartite partnership 
(government, employer and union) to enhance industrial harmony in Singapore.

For more information on industry news, training opportunities, benefits and schemes available for 
employers, please refer to	 http://www.sgemployers.com/. Alternatively, employers may contact 
SNEF	at	6827 6827.

6. EMPLOYER ALLIANCE (EA)

The Employer Alliance consists of a network of corporations committed to creating a conducive 
workplace environment which promotes work-life integration. It aims to raise awareness of the 
contribution of work-life strategies like flexible work arrangements to better business outcomes and 
effectiveness. 

Employing flexible work arrangements as part of their human capital management strategy will 
enable organisations to attract and retain talent and in turn improve business performance and save 
on retraining costs.

For more information on work-life strategies, please refer to http://www.employeralliance.sg/. 
Alternatively, employers may contact Employer Alliance at 6837 8631 or admin@employeralliance.sg.
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7. HEALTH PROMOTION BOARD (HPB)

The Health Promotion Board (HPB) is the main driver of nationwide health promotion and disease 
prevention programmes. Its objective is to increase the quality of life and prevent illnesses, disability 
and premature death so as to build a nation of healthy individuals. HPB runs various health 
programmes which aim to address different areas of health related areas. Some examples of these 
programmes include the Adult Oral Health Promotion Programme, Healthcare Partnership, Healthier 
Food Trial and the Smoking Control Programmes for Adults.

For more health-related information, please refer to www.hpb.gov.sg. Alternatively, employers may 
contact HPB at 6435 3500 or hbp_mailbox@hpb.gov.sg.

  

8. ASSOCIATION OF SMALL AND MEDIUM ENTERPRISES (ASME)

The Association of Small and Medium Enterprises (ASME) is a not-for-profit organisation established 
in	1986	for	entrepreneurs,	by	entrepreneurs.	With	wide-ranging	services	and	programmes,	ASME	
strives to equip member SMEs with the business knowledge and market opportunities to help them 
grow their businesses.

The Association works closely with both the public and the private sectors to ensure that businesses 
in	Singapore	can	operate	in	a	conducive	and	fair	environment.	With	a	wide	array	of	services	and	
programmes, ASME aims to facilitate the growth and development of a larger pool of SMEs in 
Singapore.

For more information on assistance available to SMEs, please refer to www.asme.org.sg. Alternatively, 
employers may contact ASME at 6513 0388 or enquiries@smecentre-asme.sg.

9.	 	CENTRAL	PROVIDENT	FUND	(CPF)	BOARD

The Central Provident Fund (CPF) is a social security savings scheme jointly supported by employees, 
employers and the Government. CPF members are employees and self-employed persons in 
Singapore. 

The CPF Board aims to help members meet primary needs like shelter, food, clothing and health 
services in their old age or when they are no longer able to work. Benefits offered are to help meet 
one or more needs of the CPF member in his retirement. They include withdrawals by the member 
for retirement, permanent disablement, home ownership and medical care. The amounts available 
depend on how much the member has saved in the CPF.

For more information, please refer to http://www.cpf.gov.sg/. Alternatively, employers may contact 
CPF at 1800 227 1188 or cpfboard@cpf.gov.sg.
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10.  WORKPRO SCHEME

WorkPro	is	a	new	scheme	jointly	developed	by	the	Ministry	of	Manpower	(MOM)	and	the	Singapore	
Workforce	Development	Agency	(WDA)	to	augment	local	manpower,	foster	progressive	workplaces	
and strengthen the Singaporean core in our workforce. The programme is designed in consultation 
with	 the	 tripartite	 partners	 -Singapore	 National	 Employers	 Federation	 (SNEF)	 and	 the	 National	
Trades	Union	Congress	(NTUC),	who	will	manage	and	administer	the	programme	for	3	years	from	
1 April 2013 to 31 Mar 2016.  

WorkPro	for	Employers 
WorkPro	aims	to	provide	funding	support	for	employers	and	employees	through	two	key	strategies:	
to help employers improve their workplace practices and enhance work-life harmony, and to attract 
and retain back-to-work locals, as well as mature workers. 

Employers will receive a wide range of assistance to implement work-life measures and re-design 
jobs. Employers will also receive incentives when they recruit mature workers and back-to-work 
locals,	or	place	their	employees	on	flexible	work	arrangements	(FWAs).	

WorkPro	for	Workers	
WorkPro	will	help	employees	to	benefit	from	good	work-life	practices.	It	also	aims	to	improve	the	
employability of mature employees, economically inactive, and individuals who are out of work 
for	three	months	or	more.	WorkPro	will	help	these	groups	of	people	become	more	job	ready,	and	
encourage them to return to work and stay on the job. 

Eligibility	Criteria
WorkPro	is	open	to	all	Singapore-registered	or	 incorporated	companies,	societies	and	non-profit	
organisations. Employees employed must be either Singapore Citizens or Permanent Residents 
(PR) of Singapore. 

Contact	Details
Companies	 or	 individuals	 who	 require	 more	 information	 on	WorkPro	 can	 contact	 the	 following	
persons or visit www.sgemployers.com and www.ntuc.org.sg, More information can also be found 
at www.wda.gov.sg and www.mom.gov.sg/workpro.
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NTUC
ULive@Work
Mr. Ong Sin Tiong, 
Lead Consultant
Tel: 6213 8237
Email: ongst@ntuc.org.sg

Ms. Anna Koh, 
Lead Consultant
Tel: 6213 8252
Email: kohsm@ntuc.org.sg

NTUC 
Women’s	Development	
Secretariat	(WDS)
Ms	Tan	Woon	Woon
Tel: 6213 8418
Email: woonwoon@ntuc.org.sg

SNEF
Mr. Lee Yew Cheong, Senior Manager
Workplace	Diversity	Management
Tel: 6827 6939
Email: yclee@snef.org.sg

Ms.	Qorrine	Lee,	Senior	Executive
Workplace	Diversity	Management
Tel: 6827 6902
Email: qorrine_lee@snef.org.sg
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