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	PT. ELASTOMIX INDONESIA
Urgently Required!!

We are  the Carbon Masterbatch (Rubber) Manufacturing company located in Karawang. Currently we are looking for a bright, high achiever individuals, capable of providing a professional performance with high integrity and good work mindset to join our team as:

	HR & GA SENIOR STAFF (HRGA)

	Requirements :
· Male / Female max. 27 years old
· Candidate must possess at least a Bachelor's Degree, Law, Psychology or equivalent. 

· At least 2 year(s) of working experience in the related field is required for this position. 

· Mastering scope / HR policy , Labor Regulations and thoroughly GA
· Good interpersonal and relationship skills
· Responsible , able to be assertive , meticulous , detailed , honest , loyal and used to do the admonition to every employee disciplinary action
· Having good ability in analysis and decision making , able to work under pressure
· Preferably Supervisor / Coordinators specializing in Human Resources or equivalent. 

· Position will be located at Karawang Factory.

Responsibilities :
· Conduct all recruitment & Interview Process 

· Deliver Necessary HR Report 

· Maintain Employee record both Hard copy ( Personal Filing ) and soft copy 

· Develop & administration of the human resources policies, procedures and programs 

· Manage day to day operation of the HR related field (Absence, Mailings, Working Agreement, Annual Leave, etc). 

· Handle Training Development, HR Communication, Compensation Benefits. 

· Other HR activities when required by management.
Qualifications:
· Minimum bachelor or equivalent preferably from HR Management 

· Minimum 2 year experience in HR generalist 

· Computer Literate 

· Good administration skill
· Ability in handling confidential matters 

· Integrity : Trustworthy, Reliability, Confident 

· Responsive : Respond to inquiries / feedback promptly and effectively
Send Your resume with  latest picture and salary requirement to the following email address:
recruitment@elastomix.co.id
HR & GA – PT. Elastomix Indonesia
Jl. Mitra Raya Selatan III Blok H-8
Karawang, Jawa Barat 41361



