行政人事专员英文自我评价
Aftergraduatingfromcollege,Ihavebeenengagedinpersonneladministrationwork,hasaccumulatedmorethanthreeyearsofexperience.
Inthedailywork,Icanindependentlyorganizethemanagementofthecompany'sadministrativework,withregularqualitymanagementneedstomaintainthecompany's5Smanagementandplanningarrangementsbetweenthevariousdepartmentsofcoordination,operationandtraining.
Inchargeofadministrativemanagement,Ialsoresponsibleforthecompany'sexternalrecruitmentandremunerationmanagement,accountingandotherwork,familiarwiththesixmajorhumanresourcesmodule,familiarwiththeShenzhenarealaborlawandsocialinsuranceandotheroperations.Familiarwiththefactoryrecruitmentprocessandcanmeetthecompany'sneedstocompletetherecruitmentandnewstafftrainingandothertasks.
Inadditiontoadministrativeandpersonneltwomajorareas,Ialsoresponsibleforthecompany'slogisticswork.Everytimethecustomervisitsthefactoryororganizestheactivitiesofthecompany,thepersonneladministrationdepartmentisresponsibleforplanningandarranginginadvancetoensurethatthemattercanproceedsmoothly.
Inthreeyearsoftraining,Ihavejustgraduatedfromtheschoolgraduatestosuccessfullyhandleinterpersonalrelationshipsandindependentworkexperiencetocompletetheworkofemployees.Therefore,IbelievethatIamcompetentinthisareaofpersonneladministration.
