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Established in 1992, the French Chamber of Commerce and Industry in China (CCIFC) is an
organization which represents French companies doing business in China, CCIFC Guangzhou
office is looking for a HR intern for 6 months:
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Daily Work:
H# TAE:
- Manage and update department candidates' database
Help HR manager on coordination with training providers and with marketing partners
Prepare and edit the HR annual Training program
Provide course information to customer via phone and email
Registration and training logistics: facilities preparing; invoicing, settlement
Work with HR manager in recruitment process including selection, interview arrangement
and assistance to line decision
Handle employees’ on boarding process and exit process properly within the region
Manage employee relations in HR management practices, i.e. Employee relations, exit
interviews, etc.
Provide the assistance to HR Manager for payroll processing
Assist HR manager to organize team building activities and other HR projects
Other tasks may be assigned according to the candidate's competence
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Profile:
FEHRELR
- Student in foreign languages, HR, economic or relative majors.
Preferable previous internship experiences
English speaking, French speaking is a plus, familiar with MS Office (excel, word,
PowerPoint...)
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Sense of responsibility, well organized, reactive, good listening and communication skills,
team work
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Please send your CV both in English and Chinese and a cover letter in English to:
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liu.wanqian@ccifc.org
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