JOB DESCRIPTION

TITLE: ! ! ! HUMAN RESOURCES GENERALIST
SCALE: PRC Support Salary Scale!
CONTRACT DAYS:  Full Year Contract!

POSITION SUMMARY:

Reporting to the Human Resources Manager, the responsibilities will be numerous and varied. In
particular, this position will involve providing support to daily operations, including recruitment, expat
employee onboarding and offboarding, compensation and benefits, policies and procedures guidance,
and compliance.

SUPERVISED, EVALUATED BY & REPORTS TO:
Human Resources Manager

QUALIFICATIONS:

I Bachelors Degree in HR Management, Business Management or related field.

T Atleast five years relevant experience.

Experience with HRMS/HRIS/ERP systems.

Excellent knowledge and use of MS Office, including advanced applications pertaining to Excel.
Data-driven with solid analytical and reporting skills.

Effective in applying employment law and other relevant legislation to human resources processes.
Efficient and effective in handling matters consistently, accurately, timely and confidentially.
Mandarin native speaker.

Excellent communication and writing skills in English.

Proactive, self-motivated and detail oriented.

Strong communication, interpersonal, customer service orientation necessary.

Excellent organizational and planning skills with the ability to multi-task, organize and prioritize
assigned tasks.

PERFORMANCE RESPONSIBILITIES:
T Supporttor






