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Job Description

Beijing City International School
IR FRERRER

BR{Sr 5 RA

TITLE: HR Officer
R4 AHDHRREER

QUALIFICATIONS: {EERZER

1. Bachelor degree or above, majoring in Human Resources management or English is preferred
AR EZER, FEADFEREKIBEZ W AE

2. Excellent communication skill both in Chinese and English
MBI P ENE DB RE

3. Minimum 3 years in HR function, recruiting and MNC experience preferred

ZO=HFTHERZR, NEFMEN, BEQRMEERE
4. Strong analytical skill

EBBURHIITRE

5. Computer literacy, skilled in office software, like word, excel, PPT...

HEER DKM, GAword, excel, PPTEHF

6. Able to work in demanding, result oriented and often highly confidential environment.

RAEKRS. GRFEHFAFRENIEHIIE

REPORTS TO: HR Assistant Manager/Supervisor
LMK : ANWHRRHBEE/FE

JOB GOAL: Deal with new hire and exit process, social security related cases, responsible for HR data
and
Official seal. Welfare management support for foreign teachers, etc.

THEEHR: LERTABR. #RAMEVXFE, YIPANFERDRERFES, AEEMARIMERID
B F

RESPONSIBILITIES: sg{uBR T :
1. HR database updates and maintenance

HR B AR B R4

2. Staff original file management
RIFEEMAERERE,

3. E-personalfile
RATHEBF,

4. E-HR System database updates and maintenance
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E-HR A TEE ARG B AL

5. Deal with new hire and exit process, social security and housing fund related cases
ATANSREMRLAREHERETENIE.

6. According to school’s compensation and benefits policy and procedures, responsible for making
contract and renewing employment contracts.

REERFHMABEFEE, ARKEMTFRRITINGHNERE.

7. lIssues the employment certification, salary statement for faculty and staff background check.
AFIPFIR T/ERZEAIUER. TR HFERR.

8. Sorts out the census to the medical insurance company for the expatriate teachers and staff.
Provides assistance to the teachers for any questions or problems regarding the medical insurance.
EEFTREARREERSRARGITRIE. RBUTRA X R EIELES T/

9. Drive the annual performance appraisal policy and process
RREXFESYIHEBERMRIE

10. Collect and check all departments’ performance result
WA A% & BRI TR SR 25 3R

11. Staff leave record, tracking and management
ATREAER, BIRRERE

12. School Official Seal Usage and Management
FRAEFEARERE

13. Assist in the management of housing, air tickets and other welfare for foreign teachers, and provide
support for foreign teachers on board.

N EIRIMERUPIESS . NEFEF, AMERTERREZEF

14. Perform any other duties assigned by manager.
WERHHEELE.

WORK YEAR and Salary: Salary to be established by Head of School with approval of Board.
TEFEREFERER: TRERKHIEHBESEIE.

EVALUATION: Performance of this job will be evaluated by the admin staff in accordance with Board Policies

and Protocols.

Wl ZERA A RIS B ITE R TSUTE R R BRI F# T .

NOTE: The above job description reflects the general requirements necessary to describe principle functions
or responsibilities of the job identified and shall not be interpreted as a detailed description of the work

requirements that may be inherent in the job, either at present or in the future.

#iE: EIRRMERRRR T ZH AN TR SHENR, HPRERIATHZRH A ERAIFEHER




An B World School Accredited by CIS & WASC

Beijing City International School Jt 5 KA EFREEH BCI BEIJING CITY INTERNATIONAL SCHOOL
No. 77 Baiziwan Nan Er Road, Chaoyang District, Beijing 100022, P R. China :”: ;ﬁ 5:\ 5]"6 @ PR # &
Tel: +86 108771 7171 Fax: +86 108771 7778

ItEHEAREFEE K775, 100022 s

Beijing City International School Early Childhood Center b= 5k B E Bk 40 )LE XTT

No.| | Dongbai Street, Chaoyang District, Beiing 100022, RR. China ‘:]1

Tel: +86 10 6770 0766 U SN .

JL AR A | 1S, 100022 1313 Empouwering and

INSPINNG #oueh Challenge

www.bcis.cn and Compassion

Aligned with the recommendations of the International Task Force on Child Protection, we hold ourselves

to a higher standard of effective recruiting practices with specific attention to child protection.
A M EFR)LERIP T{ELA (the International Task Force on Child Protection)BUEIY, 7EIBIEMABRASIE
RSN EEIRIEAIT ) LERIPRIIAF




