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THÔNG BÁO TUYỂN DỤNG

Văn Phòng Đại Diện Citigroup LTD Tại Việt Nam thông báo tuyển dụng 01 vị trí nhân viên Tuyển dụng & Đào tạo theo như bảng mô tả công việc dưới đây:
· Chi tiết công việc:
· Chức danh/ Position:
Recruitment Specialist
· Mô tả công việc/ Job description:
JOB SUMMARY:
Achieves staffing objectives by recruiting and evaluating job candidates; advising managers; managing relocations and intern program. Do research of training needs and work with functional managers to set up and do training program to meet the development demand of business strategy of the company.

ESSENTIAL DUTIES & RESPONSIBILITIES
· 1. Establishes recruiting requirements by studying company and office plans and objectives; meeting with managers to discuss needs.

· Builds applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites; providing company/office information, opportunities, and benefits; making presentations; maintaining rapport.

· Determines applicant requirements by studying job description and job qualifications.

· Attracts applicants by placing job advertisements; contacting recruiters, using newsgroups and job sites.

· Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements.

· Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews; arranging community tours.

· Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications.

· Manages new employee relocation by determining new employee requirements; negotiating with movers; arranging temporary housing; providing community introductions.

· Improves company/office attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks.

· Manages intern program by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions; coaching interns; advising managers on training and coaching.

· Avoids legal challenges by understanding current legislation; enforcing regulations with managers; recommending new procedures; conducting training.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional company/offices.

· Accomplishes human resources and company mission by completing related results as needed.

· Networking in other areas of Vietnam with occasional travel;

· Other task assigned by HR manager & Country manager.
· Yêu cầu công việc/ Job requirement
1. Education 

(Required) College Degree or above

2. Working Experience

With at least 01 year working experience in the same position.

3. Skills and Abilities

· Good command of spoken and written English                                         

· Familiar with computer skills, i.e. Word, Excel, PowerPoint, Outlook and Internet                                                

· Be aggressive, considerate, careful and honest                                                                                      

· Can work under great pressure with high work efficiency                                                                               

· Good communication and negotiation skills and presentation skills.

· Phone Skills, Recruiting, Interviewing Skills, People Skills, Supports Diversity, Employment Law, Results Driven, Professionalism, Organization, Project Management, Judgment

· Contact Information:

If you have what we are looking for, please do not hesitate to send your updated resume via email: Lduong@ashleyfurniture.com or at the following address:
Company name: VPDD Citigroup Ltd. In Vietnam
Contact address: Wanek1 factory, Tan Long Hamlet, Tan Hiep ward, Tan Uyen Dist., Binh Duong province.
Contact name:   HR Dept.

Email:

  Lduong@ashleyfurniture.com

Phone:

  (0274) 3668015 
Ext. 6001
Fax:

  (0274) 3668019
Notes: 

· Receiving CVs  and application form in English with picture attached on this.

· Just interview some CVs matching with the demand.
