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	MAIN OBJECTIVE:
· Assist the HR Department in the various aspects of HR management, with a focus on providing assistance with recruitment, onboarding, recordkeeping, travel arrangements, employee mobility, and administrative tasks. 

KEY RESPONSIBILITIES:
· Recruitment, Onboarding & Offboarding:
· Assist in the recruitment process by scheduling interviews and providing support with documentation for new hires.
· Assist with enrolling new hires onto the HRIS.
· Recordkeeping & Documentation:
· Maintain accurate and up-to-date HR records and documentation.
· Assist with the drafting of HR paperwork (employment contracts, acting letters, etc…).
· Travel Arrangements & Logistics:
· Coordinate travel arrangements for employees, including booking flights, accommodations, and transportation.
· Ensure compliance with company policies and guidelines.
· Provide travel itineraries and necessary documentation for employees.
· Reconcile travel expenses and process reimbursement requests.
· Employee Mobility:
· Assist in drafting documentation for work and residence permits and visas on arrival.
· Coordinate with immigration authorities to ensure timely processing of permits and visas.
· Provide support and guidance to employees on immigration-related matters.
· Maintain up-to-date knowledge of immigration laws and regulations.
· Administrative Support: Provide general administrative support to the HR department.

COMPETENCIES:
· Strong attention to details.
· Proactivity and accountability.
· Willingness to work towards improving efficiencies based on processes and procedures.
· Excellent verbal and written communication skills.
· Ability to plan and work diligently.
· Excellent planning, organizational and time management skills.
· Adherence to high ethical standards and confidentiality.
· Flexibility and openness to learn.
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