TENNECO

HR Generalist (AE#75)
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https://www.careercross.com/company/detail-168308
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Position Summary:

HR Generalist plays an active role in HR initiatives for plants including, but not limited to labor management, recruitment, HC

and OT reports, labor-management agreement, and other administrative tasks as assigned. Also this position provides

general supports in general affairs, including but not limited to legal matters, office facility management, promotion of 5S,

contract management of multiple vendors, and other administrations. This position will require expanded roles and
responsibilities to perform key activities in plant HR and General Affairs.

Major Duties and Responsibilities:

Recruitment (Tenneco employee)

- Contact with multiple sources for recruitment (recruiters, ads on recruitment web, magazines /newspaper, etc.)
- Arrangements of the interviews

- Prepare documents and/or system workflow (Employment requisition, Offer letter, Employment contract etc.)
-Conduct interviews

Recruitment (Temp staff)

- Develop staffing plans based on order volume in collaboration with manufacturing management.

- Contact with staffing agency

- Conduct workplace tour

Provide employee orientations and follow-up meetings

HC, working hours and overtime reporting and analysis

Take a lead of company’s events and gatherings

Arrange lease agreements (office, parking, cars, equipment) and their renewals

Maintain company assets and other equipment and facilities

Purchase office supplies and project equipment

Support Environmental, Health & Safety activity including 5S

Other HR and GA matters as assigned
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Minimum Qualifications:

University degree in business or equivalent business experience

2-3 years experience in human resources

Advanced skills in Excel, Word, Power Point

Native level Japanese & business level English communication skills
Working experience with foreign companies preferred

Driver’s license is preferred (For travel between the two plants)
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