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The Role
The position is mainly responsible for the ongoing recruiting activities in Edwards
Taiwan office which also covers CSKT recruitment business. The principle
accountabilities are:
e Understands business strategic workforce planning and recruiting need.
Keep close communication and develop partnership with hiring
managers.
e Takes the local administrator role of Provitrac, the on line system, and
ensure the company defined recruiting process and guideline is
a1 T'FP\ 2 understood and followed by all departments, recruiters and hiring

managers for positions in Qingdao.

eKeeps track of internal staff movement and recruiting plan & progress.

eEnsures an effective process and adequate competencies are in place
to source and screen qualified candidates for all departments hiring
for positions.

eProcesses of job posting for internal and external, candidate sourcing,
campus recruiting, domestic trainee recruiting, etc.

¢ Organizes recruiting process and response for the recruit time control,
including position analysis, channel selection, develop & evaluate
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reliable recruitment channels and methodologies to meet the service
level agreed with departments, setting up database of talents,
handling the telephone and face to face interviews, recommending to
hiring managers, the offer negotiation process, pre-employment
physical examination arrangement, new staff orientation program and
probation review.

eUpdates the recruit status daily and report as requested.

¢ Coordinates activities to facilitate job offers and all manage all follow up
activities post acceptance including orientation inductions

eMaintains and collect all job descriptions and related core competence
on an accessible data base.

¢ Analyses the background of appropriate and related industries in China.
Collect the information of talent competition trend and organization
transformation from related companies

e Supports HR related administrative tasks or other jobs assigned by HR

manager

What we expect of you?

eBachelor degree or above in Business Administration or, Psychologies,
and Human Resources disciplines.

¢ Good English proficiency both in writing and speaking

¢ Good Presentation and communications skill, well organized

e ogic and strategic thinking, good time management skills

« Self-motivated and well-disciplines with the ability to encourage,
motivate, persuade people

egood command of MS office packages
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