
Designation


Human Resource and Administration Executive* 

Corporate Grade 

Executive

Reporting To
Head of Administration** 

Positions Reporting 

To This Position

Receptionist 

Qualifications

Diploma in Personnel Administration


Experience
Minimum 3 years’ experience in personnel and administrative functions 

Overview
Responsible for personnel and office administration

Main Responsibilities

· Administration

· Participate in the formulation of the company’s administrative policies 

· Provide administrative and secretarial support to all Managers

· Prepare ad-hoc reports to Japan headquarters as required

· Manage communication in office through notices, circulars and memos 

· Liaise and negotiate with vendors and contractors on matters relating to the supply of office products including computers, stationery and uniforms 

· Supervise administration staff 

· Organise staff welfare activities

· Undertake any other ad-hoc projects as directed by the Managing Director 

· Personnel

· Maintain and update all personnel records 

· Administer recruitment, career development and termination activities for all departments 

· Administer training and development activities

· Conduct ad-hoc salary reviews based on market information

· Oversee payroll administration including computation, report submissions, CPF payments, etc

· Handle administration of employee benefits 

· Liaise with Ministry of Manpower and Work Permit Department 

· Participate in negotiation with trade unions

*
recommended amendment to current title

**
recommended amendment to corporate grade
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