HR Executive Job Description
Job Overview
The HR Executive handles core HR work: recruiting and onboarding new employees, managing payroll, building good employee relations, and overseeing training and development. The role also covers keeping HR systems and databases accurate. We are looking for someone with a degree in HR or a related field, prior HR experience, strong communication skills, real attention to detail, and a solid understanding of HR law and regulation.
Responsibilities
1. Recruitment and onboarding.
1. Payroll management.
1. Employee relations.
1. Training and development.
1. Maintaining HR systems.
Skills and Qualifications
1. Degree in HR or a related field.
1. Prior experience in HR.
1. Strong communication skills.
1. Genuinely detail-oriented.
1. Knowledge of HR laws and regulations.
