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Human Resources Assistant (Wan Chai) (Ref : HRA / HRAD)

The Human Resources Assistant is responsible for providing a crucial support to the HR
department by managing daily operations from service units.

Key Responsibilities

Act as a focal point of contact of responsible units;

Perform the full spectrum of HR including but not limited to Recruitment,
Compensation & Benefit, Performance Management and Training & Development;
Involve in recruitment process including but not limited to job ads posting, CV
screening, making offer and contract preparation;

Onboard new employees and ensure all employees adhere to Employment
Ordinance, Agency policies and Employee Handbook procedures;

Maintain the personnel databases and prepare HR documentation for the full
employment cycle;

Handle the monthly payroll calculations, MPF contribution, taxation, final payment,
attendance & leave management;

Compile and prepare various HR reports and statistics as per superior’s request; and
Handle for any ad hoc duties as assigned.

Requirements

Diploma in HRM or related disciplines or above;

Self-motivated, able to work independently and work under pressure;
Proficiency in Microsoft Excel, Word, PowerPoint and Chinese Word;
Eagerness to learn and with “can-do” attitude;

Good communication skills in both written and spoken English and Cantonese;
Immediate availability is highly preferred.
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