HR ASSISTANT
Company Profile:

The Commonwealth Bank (Group) is Australia’s leading financial institution. It commenced operations in 1912 and since then it has been providing banking, investment, insurance, brokerage and other financial services to more than 10 million customers in Australia and around the world. The Group is also growing internationally with investments and operations in Australia, New Zealand, the US, Europe, Japan and the

Asia-Pacific region.

Commonwealth Bank of Australia welcomes you to its first branch in Vietnam located in Ho Chi Minh City. Our branch offers a range of banking products and services such as personal and business banking accounts, home, personal and business loans, foreign exchange and international trade services. Our banking products are also supported by leading customer service and convenient access to your money using the hundreds of VNBC ATM machines in Ho Chi Minh City and across Vietnam.

Work for Australia’s leading bank – now operating in Vietnam

When you choose a career in Vietnam with us, you will join a team of more that 35,000 people all over the world. Our people strive to deliver one shared vision:

“To be the finest financial services organization through excelling in customer service”.

At the Commonwealth Bank we aspire to:

_ Make our people feel valued

_ Provide a service experience our customers appreciate

_ Be respected and admired in our community

Contact Information:

Company name:

COMMONWEALTH BANK OF AUSTRALIA – HO CHI MINH CITY BRANCH

Company address:

65 Nguyen Du Street, District 1, Ho Chi Minh City

Company website:

www.commbank.com.vn

Company size: 

25-99

Job Description:

Are you a dynamic, energetic and self-motivated person looking for a challenging and rewarding career in an international bank? This is an excellent opportunity to build a career with the Commonwealth Bank of Australia – Australia’s leading retail Bank. We are looking for a qualified Vietnamese national to work in our Head Office in Ho Chi Minh City in the position of HR Assistant.

Key Responsibilities:
HR Administration: 

· Answer all phone calls to the Bank, refer to the appropriate department and person; take messages as required.

· In charge of all office administrative and clerical work (such as correspondence, air-ticket and hotel booking, car arrangement, work permit/visa arrangement, consumable goods and typing/translation if required) 

· Make logistics arrangement for the Bank’s training, functions and special events if having any.

· Be a key coordinator for the Bank’s Vietnam Stars Recognition Program

Recruitment & Training:

· Assist HR Senior Officer in arrangement of office facilities for new hires (such as prepare workstation and necessary stationeries, register parking lots, order access cards and uniforms, and follow up personal documents). 

· Processing personnel documents into Personnel Data system. Filing and maintenance of personnel records in a logical and easy to retrieve fashion.

· Update and maintain monthly Staff List and Emergency Contact List, ensure data updated accurately & timely. 

· Keep track of training attendance record database.

Compensation & Benefits: 

· Register PIT code and dependants for new hires.

· Keep track of and maintain employee annual leaves records. 

· Assist in Healthcare Insurance procedure arrangement, including updating the insured staff list and additional staff dependant registration; weekly collection and delivery staff’s claim forms to the insurance broker; monthly tracking insured staff list. 

· Assist in arrangement of annual medical check-up for staff.

· Assist in preparing internal/external mandatory HR Management reports to Tax department, DOLISA, HCMC Social Insurance Dept. and other regulatory bodies as required.

Trade Union:
· In charge of all Trade Union documentation and activities, and ensure all related procedures and reports complied with the authorities.
· Other tasks as assigned by HR Division Head from time to time.
Job Requirements:

Year of experience : 1-2 year(s)

Minimum career level : Experienced (Non-manager)

Minimum education level : Bachelors
1- EXPERIENCE & SKILL REQUIREMENTS:

· University degree in Linguistic faculty, HRM, business, banking or commerce 

· Previous experience in a similar role or clerical / office assistant roles with a Joint Venture or Foreign Owned Enterprise

· Strong administrative and organizational skills, with a high attention to detail.

· Pleasant manner, strong interpersonal & communication skills across cultures & organization levels

· Good English skills, both written & spoken 

· Good PC skills – excel, word, power point MS office.
2- APPLICATION:

Interested candidates should send a cover letter and full curriculum vitae (CV) in English including your contact details and expected salary by email to jobs@commbank.com.vn. 

Only short-listed candidates will be contacted via phone or email within two (2) weeks of your application for an interview.

The closing date for applications is 15 October 2011.
General Information:

Job Type : Full-Time Permanent
Location : Ho Chi Minh

Salary : Negotiable
