JOB DESCRIPTION
SRRV

Prepared onffil| 1T H #: May 2025

JOB TITLE HR B JD Code
RIHL 2 FR AN15 R B E S EOAV SR TR
DIVISION / DEPT Human Resources

S AR

GRADE LEVEL

B Al s

JOB LOCATION Conghua

TAEH R MAk

REPORTING LINE Report to Senior Manager, Talent Acquisition
LMK R HABESEILHR

JOB Working Hour Standard working hour system

System * FRAE TN

b AL T 1] *

PURPOSE AND SCOPE
OF ROLE

B4z B i R R S VE
(Please summarise the
job’s purpose. Describe
the scope and scale of
its activities and
organizational impacts.
BREREZRIHTH
#9, BERRIRFEEAY
. )

The job holder is responsible for supporting the daily operations of the recruitment
team, including updating recruitment reports, managing recruitment channels, job
postings, visitor registration, and on-site interview arrangements. This position
requires close collaboration with internal and external parties to ensure a smooth
recruitment process and good candidate experiences.
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KEY ACCOUNTABILITIESEZER#
(Please describe responsibilities and expected outcomes. Rank order of importance, with 1 being the

most important. FHBRRFRBTHHK . BHEEIHS NREBHHFITL)

1. Maintain, update and prepare TA related records including recruiting data, reports and related
documentations on time, and implement basic analysis and provide improvement suggestion if

necessary.

2. Support the daily management of recruitment channels, prepare annual contract review documents.
3. Draft documents required for obtaining approvals for new hires.
4. Conduct job posting on external job boards, prepare monthly internal referral martials to encourage

employee referrals.

5. Assist in interview logistics arrangement, including access admission for candidates, receiving
candidates, meeting room booking and reimbursement of candidates travel expenses.
6. Perform other duties as assigned by supervisors upon request.

=

SRttt

abrwbdn

e

HEP . HOEOF RN HER SISO HICS, WIS . A SCSON,  IFAE EEN AT BEA A AN

SCRRISIRIE R H R B TR, #ESFE LS RS fF.

AL SRIBURT 3 TR IS E P 55 1 ST

FEAN RIS Xl R ATEAGI AR S, e AR H 00 N A HERE AT R] DL 53 T
P Bl HEm alE 8 TR, B E NP B T4E.

FAFRIEN . TIT 2 U0 LSRR 38 N 1) 22 ik 3%
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FACTS & DIMENSIONS# % B 545

Financial & fAE
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NA i

Non-Financial el 4% f
NA A~idi

QUALIFICATIONS
/EXPERIENCE
B | 2%
(min. requirements

BITER)

- Bachelor Degree.

- 2-4 years HR recruitment experience; Experience in large corporations or
headhunt industry is preferred.

- AR

- 2-AEHISAIRI TARG S, A KA B SRAT Mk Ak 22 B 18 S

TECHNICAL

KNOWLEDGES - Familiar with HR recruiting function

&SKILLS PGB N GRS A 5% A

TN FHR R RREE R - Working knowledge of Microsoft Office applications (Word, Excel, and
(min. requirements PowerPoint) required.

RICEL) H.#Microsoft Office (Word, Excel, and PowerPoint) 2 75/ #ciE 4 FH g
PROFESSIONAL

LICENSE N/A

TN BAREPER A&

(including Mandatory.
requirements

BITIEE B ER)

KEYCOMPETENCIES -
CORE & FUNCTIONAL

RERETT - RO HIQERRENE
ib]

(min. requirements

BRIGER)

- Good communication and human resource related skills;
RAF VA IE AN ) B S5 RE

- Good analytical and presentation skills;
RT3 B J ik g

- Attentive, high learning agility, self-motivated, and result-oriented.
YLy, IR, HIRIKE NG R T )

- Ability to work in a fast-paced recruitment environment
REAE PR PR HH B A 5T T AT TAE

LANGUAGE SKILLS
EERAN
(min. requirements

BRIGER)

- Good command of English proficiency, both in written and verbal
BETEIT UL S A .

- Fluent Cantonese is a plus.
A BB .

KEY JOB CHALLENGES
FETAERR

- Time management and tasks prioritization
I T 3 e AR 2 7

- Work under pressure
REFESE ) R TAE
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