
PR/118611 | HR Assistant Staff

Job Information

Recruiter
JAC Recruitment Thailand

Job ID
1567517  

Industry
Automobile and Parts  

Job Type
Permanent Full-time  

Location
Thailand

Salary
Negotiable, based on experience

Refreshed
December 2nd, 2025 10:45

General Requirements

Minimum Experience Level
Over 1 year  

Career Level
Mid Career  

Minimum English Level
Basic  

Minimum Japanese Level
None  

Minimum Education Level
Associate Degree/Diploma  

Visa Status
No permission to work in Japan required  

Job Description

HR Assistant Staff

 

Job Description

-To manage, check and revise daily attendance, leave and overtime data.
-Summary monthly / annual report
-To check or verify welfare requisition and collect all approval applications
-To process and manage welfare based on welfare regulation.
-To organize and coordinate of company activity as assigned.
-Create employee card and manage HR document job as assigned.
-Other HR work as requested
 

Qualifications

Page 1 of 2

https://www.careercross.com/en/company/detail-329504


-Bachelor's Degree in Business Administration or any related field.
-At least 1 year of working experience as HR
-Good command of both written and spoken in English TOEIC 550up)
-Computer literacy.
-Good personality, human relation skills and teamwork oriented.
-Strong service mind, good interpersonal skill, communication & coordination skills with
ability to work under pressure.

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.th/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.th/terms-of-use

Company Description
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