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Key Responsibilities:

Complete all administrative tasks of the defined services independently and achieve the SLA requirements;

Guide the junior team members on daily operation and share the knowledge proactively ;

Ensure the process is implemented by following the standards completely;

Implement operation control steps compliance with legal requirements and internal policies;

Liaise between local HR teams and employees and ensure smooth communication & prompt resolution of all queries;
Escalate the process risks and updates to team leader on a timely manner;

Ensure the process related documents are updated and submitted for review properly;

Proactively identify the process improvement to achieve employees satisfactory and higher efficiency.)
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