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Key Responsibilities
« Manage and process monthly payroll accurately and on time
« Handle employee relations, including conflict resolution and engagement activities
« Coordinate and manage labor union communication and negotiations
« Oversee GA & facility management operations (office administration, maintenance, vendors)
« Maintain HR records, reports, and compliance documentation

« Utilize Excel for HR reporting, data analysis, and process improvement


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

Page 2 of 2

Qualifications
« Bachelor’s degree in Human Resources, Business Administration, or related field
« Minimum [2-5] years of experience in HR & GA functions
« Strong knowledge of payroll processes and labor regulations
« Experience in union management is a plus
« Proficient in Microsoft Excel (e.g., Pivot Tables, formulas, reporting)
« Strong interpersonal, communication, and problem-solving skills

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
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