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[0 Human Resources Management[] [ [0 00 O O O O O O The Responsibility of the Human Resources
DepartmentThe HR manager has responsibility for all of the functions that deal with the needs and activities of the
organization’ s peoplel] You need to know exactly what the organization is looking for[1 Handling all the queries
of the employees] OBe of the main tasks is to ensure that the employees in the organization should be offered a
reasonable salary and benefits] It is the responsibility of HR department to develop the employees of the
organization[d Test yourself!Test yourselfill 0 0 020 0 00 0O 0O O O O O O O Recruitment tasksC [0 O

(0 Job description OO OO O ——0 O O O Job titlel] General Manager [0 [0 [0 ——[1 Report tol] Sales and
Marketing Director] [0 [0 [0 ——[J [ Responsible for a team of 5 people] 00 00 0 ——0O 0O O O O [0 Main
purpose of job] [J [0 0 ——0 O O O ResponsibilitiesTo work closely with branch managersDirecting the
maintenance and operation of the general accounting systemPlans and manages technical renovation projectst] [
0 0 ——>0 0 0O O Based at ABC New Products ColJ Ltd[J [J Beijing[] [ O O Person Specificationd Job
Specification [0 [0 0 ——0 O Graduation from a 4-year college or university with a degree in Finance

0 Accountingd Business or Public AdministrationJ 0 O [0 0 ——0 O O O O Five or more years of
professional related experienceld] [0 O O ——0 00 O O Knowledge of business and contract lawSkill in using a
personal computer,engineering applications] and data management software[] Ability to communicate in English
clearly and concisely,orally and in writing[] Must be a very competent writer of business lettersC] quotations and
proposals in EnglishC] O O O ——0O 00 O O O O O Active decision] maker able to work on own initiative] [
O O ——10 O Willing to work overtime evenings or weekends when necessary] [ [ [0 0 Which sources of
recruitment does your company use to find new employees?Test yourself! Test yourself![(] [ [ [J Test yourself! Test
yourself!(] [0 00 0 3. 0 O O O Interested candidates please send your CV withexpected salary to the email address
Please send detalied CV with Photo to usC] [0 [1 [J Please email us your resume both in Chinese andEnglish

[ together with cover letter and recent photoJ [0 [0 [0 ——0 O O O An invitation to an interview We were very
pleased to receive your application for ajob as XXX We have received your application and we would like to
invite you to an interviewd O O O O ——0 O We regret having to inform you that the position is no longer
available[ OO O O O O Please give details of the position she was employed in and the responsibilities of her job[]
What is your view of Mr[J Green’ s personalqualifications?] [0 ——[1 [0 [0 [0 Job Interview[ Interviewer
OApplicantD O —0 0000400000055000060000
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0000000000000 0000O0OOemployment contractl O 0 0O O O fixed-term contractC] O [
O000000OA" fixed-term employment contract” is an employment contract whose ending date is agreed
upon by the EmployerandtheEmployee 0 O 0 000 OO0 OO0 00O00O0O0OOOODOOOOOOOO
OOoooo

O O unfixed-term employment contract[] open-endedemploymentcontractd O O O O OO0 OO0 O O An

“ open-ended employment contract” [ is an employment contract for which the Employer and the Employee

have agreed not to stipulate a definiteendingdate D O O O OO0 00000000 OODOOO0OOOOOOO
OOooooooo

O O sign aemploymentc ontracttd O O O O O O O employment contract renewal 0 0 O O O O
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