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VACANCY NOTICE 

          REF: C29112023 

POSITION HUMAN RESOURCE MANAGER 
LOCATION KLANG, SELANGOR 

INDUSTRY MANUFACTURING 
TYPE FULL TIME 

 
JOB SUMMARY 

• Managing and overseeing all aspects of the HR function within the organization. 

• Responsible for the full spectrum of HR functions including recruitment, payroll, 
learning and development, compensation and benefits, performance management, 
industrial relations and employee relations.  

• Has a solid foundation in modern management theory and familiar with labour policies 
and regulations. 

• Proficient and up to date with local labour laws and ensures company policy aligns and 
complies with local employment laws and regulations. 

• Familiar with various modules of human resources management and to be able to 
guide various departments to carry out relevant work. 

• Set out a local Recruitment and Talent Retention Strategy; guided by the Country's 
direction and framework to ensure good talent pool availability for hiring that matches 
the company policy and industry needs. 

• Foster a working culture that consist of teamwork, open communication, 
trustworthiness, responsibility and opportunity for growth in a conducive and 
productive workplace environment by securing, attracting, developing, and retaining 
talented co-workers. 

• Responsible for the management and hiring of foreign workers. 

• Manage HR operations, including record-keeping, payroll, and personnel file 
maintenance. 

• Provide human resource advice and counsel to senior management.  

JOB REQUIREMENTS 

• Bachelor’s degree in Human Resources Management/ Business Administration or any 
other related field. 

• Minimum 3 - 5 years of practical and management experience in the full spectrum of 
HR functions 

• Sound knowledge of Employment Act 1955, Malaysian Labour Law, SOCSO Act, 
Industrial Relations and prevailing HR practices and legislation and ability to maintain 
up-to-date knowledge  

• Proficient in HR related software and operating office software 

• Have strong communication, coordination, organization and management skills 

• Excellent leadership and interpersonal skills, with the ability to build and maintain 
effective relationships across all levels of the organization 

• Able to communicate both verbally and written in Mandarin 
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