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Job Description

Beijing City International School
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TITLE: HR Intern
BRAL: ANERSEIE

Major responsibilities = ZJ1&

1. Assists HR Manager about documents filing

MBI A N FIRLIREIR 4

2. Updates all HR-related data and information system
BEIANFFRREMERRS

3. Helps other HR colleagues about compensation and benefits
HENEA A N RIREE X T HEaF TE

4. Assist to provide support to expatriate teachers visa application
BN ST HFIMER M ZIERRIE T

5. Other tasks assigned by Manager

KIBZHREAMBTE

Qualifications required FIFEk

1.University/college students majoring in English or management
RESLEERTUHKRFE

2.Excellent communication skills both in Chinese/English
REFRI PR RICABERE S (FIEAEE)

3.Patient, initiative and good team player
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4.Computer literacy: Word & Excel

HEHEES: Word F1 Excel

5.Working time: Work three to five days a week, or during the summer vacation

TERtEl: BATIE 3 &) 5 X, KEEZERHAE



