
Junior HR Executive    

AUA Solutions 
Total Positions: 1 Experience: Not Specified

Gender: Any Travel Required: Not Specified

Min Education: BSC-BA Job Shift: Morning

Career Level: Experienced (Non Manager) Salary Range: Confidential

Category/Industry: Human Resources Max Age Limit: Not Specified

Posted on: 19 December 2016 Expiry Date: 28 February 2017

Job Type: fulltime

           

Job Description:

AUA Solutions required Junior HR Executive

Conducting Phone Interviews to screen the candidates based on capability and suitability for the various BPO/Call Center 

positions

Performing office based in-house job interviews and recruit ideal staff members for various jobs that shall include call 

center agents, research associates and IT personnel

Developing job descriptions, preparing online job postings, screening resumes, phone and in-person interviews, and 

selecting candidates

Administer attendance roster, time-punch cards, and advise on tardi/absences

Maintain, cleanse and update employee database on a daily basis

Prepare, track, file and maintain employee letters and records.

Counsel, Deal with grievances and implement disciplinary procedures

Required Skills:
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