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THE DRIVE TO LEAD




                                                                      Actuant China 


联系方式：0512-53287639          career.china@actuant.com
招聘流程：




招聘要求：
1) Marketing Assistant/市场助理
2) Payroll Specialist/薪资福利专员
3) Accountant/财务会计
Marketing Assistant/市场助理
Responsibilities: 

1) Report to Marketing Communication Specialist

2) To be responsible for supporting the development and execution of the marketing plan; 
3) Provide administrative support to the marketing department

4) Job assignments: Website reforming and update; Coordinate for brochure create & print; Marketing material distribution; Meeting coordination & arrange

Requirements:

1) Bachelor degree in Marketing, Business Administration or other related discipline

2) Highly motivated self-starter, detailed, team-working

3) Strong skills on word, excel, power point.

4) Strong communication & presentation skills, both oral & written. (English & Chinese)

Others:

Generic training plans for fresh graduates and on-the-job training courses will be arranged in the 1st year of hiring.

Payroll Specialist/薪资福利专员
Responsibilities: 

1) Assist to ensure the accuracy for all payroll calculation and payroll service quality.

2) Assist for daily employee benefits (include the supplemental benefits) administration.

3) Provide accurate information for payroll and tax-related issues.

4) Maintain the employee information data management（include but no limited to the hard copy / soft copy or HR Information system） on weekly basis.

5) For the 2nd year, job rotation may be recruitment function
Requirements:
1) Major in human resources, business administration, accounting
2) Fluent oral English, CET Band 6 is a must

3) Proficient knowledge of Microsoft Office (Excel, Word, and Outlook).

Others:

Generic training plans for fresh graduates and on-the-job training courses will be arranged in the 1st year of hiring.

Accountant/财务会计
Responsibilities: 

Start from AP in accounting for the first 6 months, then job rotations to AR, GL, Analyst(Cost/Treasury/Reporting) accordingly, depending on the capabilities, performance and persona career interest
Requirements:

1) Accounting major is a must

2) Good PC skills

3) Fluent oral English, CET Band 6 is a must

4) Teamwork spirit, good people skill

Others:

Generic training plans for fresh graduates and on-the-job training courses will be arranged in the 1st year of hiring.

Oversea training arrangement may be considered after 2 or 3 years if the performance and capabilities are recognized
一面：


宣讲会次日





简历筛选





笔试：


宣讲会现场








宣讲会





网上投递


简历





录用通知


12月底前





参观总部：


二面当日





二面：


公司总部











