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We are looking for a skilled Human Resources Specialist to join our team. The HR

Specialist will manage recruitment, employee relations, and performance management,

contributing to a positive workplace culture. The ideal candidate should have a strong

understanding of HR practices and excellent interpersonal skills.

Human Resources Job Profile

A Human Resources Specialist plays a key role in recruitment, onboarding, and employee

engagement initiatives. They ensure HR policies are implemented effectively to support

business objectives. This role requires strong organizational skills and the ability to handle

confidential information with care.

Reports To

The Human Resources Specialist typically reports to the HR Manager.

Human Resources Responsibilities

Coordinate the recruitment process, including posting job vacancies, screening

resumes, and conducting interviews.

Manage employee onboarding, ensuring a smooth introduction to company policies

and culture.

Maintain and update employee records in compliance with legal requirements.

Assist in developing and implementing HR policies and procedures.

Handle employee inquiries and resolve work-related issues.

Support performance management processes, including performance appraisals and

feedback sessions.

Organize and facilitate employee training and development programs.

Ensure compliance with labor laws and regulations.

Assist in payroll processing and benefits administration.

Human Resources Requirements & Skills

Bachelor's degree in Human Resources, Business Administration, or a related field.

Proven experience in HR roles, preferably in a similar industry.

Strong knowledge of HR practices and employment laws.

Excellent communication and interpersonal skills.

Ability to handle sensitive and confidential information.

Strong organizational and time management skills.

Proficiency in HR software and Microsoft Office Suite.


