
PR/116883 | HR & Admin Manger

募集職種

⼈材紹介会社
ジェイ エイ シー リクルートメント タイランド

求⼈ID
1526927  

業種
その他（メーカー）  

雇⽤形態
正社員  

勤務地
タイ

給与
経験考慮の上、応相談

更新⽇
2025年04⽉01⽇ 15:00

応募必要条件

職務経験
3年以上  

キャリアレベル
中途経験者レベル  

英語レベル
ビジネス会話レベル  

⽇本語レベル
ビジネス会話レベル  

最終学歴
短⼤卒： 準学⼠号  

現在のビザ
⽇本での就労許可は必要ありません  

募集要項

Working day: Mon - Fri

Location: Chachoengsao

 

Our Client : Automotive components manufacturing company

 

Responsibility:

 

Responsible for collecting recruitment needs of various departments and selecting channels for recruitment.
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Responsible for checking employee entry information, notifying the HR clerk to make changes if any abnormality
occurs.

Management of personnel files, personnel appointments and dismissals, and company salary and attendance
systems.

Responsible for checking the KPI of each department, notifying managers of each department for understanding and
making changes if any abnormalities occur.

Responsible for the preparation of monthly and annual reports of the department (personnel information changes,
water and electricity statistics, etc.).

Responsible for the confirmation of training plans and other matters (such as employee activities) for training
specialists.

Responsible for the formulation and modification of company-related systems.

Responsible for the audit of ISO14001 and understand the IATF16949 system.

Responsible for the company's various declarations and progress tracking.

Responsible for completing various outsourcing activities assigned by the general manager/director.

All work is responsible to the Operations Director.

 

Qualification:

 

Bachelor’s Degree or higher in human resources or a related field. 

5-8 years of solid HR experience, with at least 5 years in supervisor or manager positions.

Understand ISO14001, understand the audit of IATF16949 system.

Excellent people management skills with the ability to build relationships at all levels. 

Excellent communication, interpersonal, and leadership skills. 

Good knowledge of labor law. 

Excellent command in English and computer literacy. 

会社説明
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