HR Specialist
ASFER

Location: Beijing
Starting date: ASAP

About the Company:

Building on over 30 years of successful presence in capital markets with over 200 clients and 36,000 users worldwide, this
company has developed an unmatched competence in the design and implementation of integrated trading, risk
management, processing and clearing solutions for buy- and sell-side financial institutions, corporations and utilities
located across the globe.
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Mission:

Recruitment activities

RIEER

e Maintain connections with universities
RIFSRFHEKZ

e Manage the job posting through job portals
BERENLERARER

e Be Involved in organizing campus event
S 5HEREERN

e Support Company branding promotion activities
SESYNCIRY R Iy

e Organize interviews for recruiters and hiring managers

HLRBEARNRELIENE L

With over 10 years of experience, CCl FRANCE CHINE Recruitment Department supports companies in their recruitment needs and
helps candidates find a professional opportunity across China.

To access more job offers, consult ccifc.org


https://www.ccifc.org/services/hr-services.html
https://www.ccifc.org/services/hr-services.html

Employees’ Onboarding

SGTAR
e Prepare employee’s pre-onboarding, e.g. employment contracts in both English and Chinese version, and contracts
signatures

HEERTARAAES TF - AINEXXMP RN ERESRMRGEIEE
e Employees’ onboarding arrangement following the Company’s onboarding process. to ensure new hires a good
onboarding experience

WG~ PR, 2 HE R TR, BT 0 T3RAT RAF RN BUA L

HRIS

ANFRERZRE

e Ensure relevant HR processes are taken place in HRIS system
HRMERANFRRIEEHRISR S P IS LASE

e Maintain employees’ data in HRIS systems
FEHRISR AP 4P R TR

e Update HRIS changes and deliver training for HR team

EHTHRISH AR EF AN AN IR H AR 15|

HR Ops
ANRIRIZE
e Support working visa matters
R TIFSIESE R
e Support Beijing working residence matters
IR TIFEESE
e Collect OT information for payroll team
AT HEENKREMNER
e Working with FESCO on foreign employees’ social insurance & housing fund enrollment and clearance
INKFFREEE - ARIMERTHEREANEEARENSHERNEGE

Other duties
HithBR s

e In charge of China office regular newsletter

With over 10 years of experience, CCl FRANCE CHINE Recruitment Department supports companies in their recruitment needs and
helps candidates find a professional opportunity across China.

To access more job offers, consult ccifc.org


https://www.ccifc.org/services/hr-services.html
https://www.ccifc.org/services/hr-services.html

RERPEHPSANTEHREM

e Any other ad-hoc duties when needed
ERENBEEMIGRERS

e Provide help to various company activities
EEMASEN PR

® Support local and regional HR projects when needed

ERZENF B A A D FRIE

Requirements:

e Bachelor’s degree or above
AR EFH
e Minimum 2 years’ experience in recruitment is desirable
2F L PRI TFRY
e Familiarity with local hiring customs to better shepherd our new hires during their candidate to employee journey
ABLMBELS L - DIEHFMESTR TMEEAZR THAKITRE
e Experience with Workday or any other HRIS system
BH&WorkdaySt EHRISR S E AT
e Ability to maintain the highest regulatory and compliance standards in handling employees’ data
EAIBRTHEN REES REM SR ENEE
e Skilled at prioritizing business critical situations
ETMENBIWSREER
e Strong sense of ownership and the ability to influence without authority
BHANFEASZRIR - BEBERBENRRIE R N INF
e Ateam player with strong interpersonal & communication skill
BERPASTFER - REFNARR RN D@,
e Fluency in English(Both verbal and written)

SOE MO SLA5HE)

Application:

Please send your resume to: bj-hr@ccifc.org

HREBEERDIBEOLEZEMFE: bj-hr@ccifc.org

With over 10 years of experience, CCl FRANCE CHINE Recruitment Department supports companies in their recruitment needs and
helps candidates find a professional opportunity across China.

To access more job offers, consult ccifc.org


https://www.ccifc.org/services/hr-services.html
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