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Job Description BRAI iR inclusion factory
hiEReI T1H

HR & Training Manager A\ /1% 5 55514 #E

Prepared by: Marina Kalnitski Date: 2022/06/26 | Rev.: 01
Yitr: TR H#l: 2022/06/26 | ARIK: 01
Signed by Superior: Date:

R4 3.

Signed by Employee: Date:

24, H A

Job Title: HR & Training Manager
HRRL A HR: N RIESEI AR
Reports to: Inclusion Factory General Manager

TR G el T B

Job Description:

R IR -
Primary 1. Managing company’s HR strategy
Responsibilities BN T N 7B UR R s
FER Tt 2. Employee Training & Development; supervise the Social and Vocational programs
of company employees with disabilities
ATEIS R B B 0 T Ao ARl -4
3. PR Activities & company representation
ARG &ML ]
Daily Duties Managing company’s HR strateqy
H#EIE R w] YN SR g

1. Manage the staffing process, including recruiting, interviewing, hiring and
onboarding
EHATRERE, OFEHEE. i, AR

2. Ensure Job Descriptions are up to date
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LN SE AR A B AL A HR AL ik
3. Develop training materials and performance management programs
SRR e SRCE EITHRI
4. Create a compensation strategy for all employees based on market research; keep
the strategy up do date
FRAfE T 3 U 25 0 53 1) 78 3 I SR s DRofer e I SRS L5 I (L
5. Investigate employees’ issues and conflicts and bring them to a resolution
A D3 A 3 0 i RN o R I R R R
6. Ensure the organization complies with local regulations
DR FAE TN AT & 2 R A
7. Maintain HR system and processes
Ye4n N R IR R G SR
8. Conduct performance and salary reviews
BEAT 0 TG ROCRN 3 B A A
9. Analyze trends in compensation and benefits
A5 T AR s 3
10. Provide support and guidance to HR staff
NN R FR A SRR =
11. Design and implement employee retention strategies
et St 51 THRAT R BE R
12. Ensure all company HR policies are applied consistently
BOR A J) N B IRBURTS 2] — B0
13. Responsibility for Company Training & Employee Development
BTT 2w B IA 5 TR R
14. External HR management: Inclusion Advisory
SMBAN I BHEE L. BE A

Employee Development - supervise the Social and Vocational programs of

company employees with disabilities

LRI S A e s MBS B B3 T e e AR -4

Ensure the personal and professional development of our employees with disabilities.
ORI 5% A NAHHR ML % Jre

Full responsibility over training department: 1 training manager and 2 job coaches

(trainers)
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SHEEIER AT i ot: 1 A ESIIEA 2 44 mlk i S
Social Aspect:
1 B AE T 1R
1.

Offer professional guidance, support, and training to Job Coaches

NHLA S AR BT R S SCRR AT

Provide guidance and support to training team in designing and executing
systematic vocational and life skills education programs for employees
NFEINFBAIR B T AISCRE, 52 JF AT R GER 53 LA A IS S e S T4l
Oversee extracurricular and leisure activities

B SRR B3 T AR AR B AR R 5 3

Responsibility over employee’s personal development program aiming in enhancing
employees’ abilities, confidence, life skills and inclusion in the society

IR T NKEITR, BERSALTHES. FO. EERRENtES 55

Production Aspect:

17 b 7 1 :
1.

Guide the training department with the aim to ensure that the Operator's production

work is in line with her/his abilities, development program, and production needs
RS EUIFR B ORERAE 2RO TAR S TR0, R TR A 7 5 ZEAH UL T
Design a vocational development plan for the Operators based on the Operator’s
needs and feedback from training & production departments

ARAE AR B SRR I 5 A2 B0 T TR A5t A SR & vt &l

3. Continuous coaching and guidance of the training and production team
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XS AT A LU B A7 B T T EAT Fr k4 3

PR Activities:

1.

Present the Inclusion Factory to external parties as part of social awareness
raising activity

A A AR ER ) T, R SRR,

Promote the exposure of the project in the media and business arena with the aim
of reshaping the discourse on Diversity & Inclusion topics

fRAEITH FESARI R L USROG, e 2 o M A R 32

Participate and represent the company in conventions and seminars

AT SN 23 LA % T il

Other responsibilities and duties




Qualifications:

fEERELR
Education

FHER

Languages

BERES

PC Skill
THELE R
Professional

Experience

e

Others
HAth
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HAbIATT

1.

Perform other tasks assigned by the company’s management

AT 2 FE PR A TP HABAE S5

Obey the rules and regulations of the company

AT ) A0 A

Working hours are between 8:30 to 17:30, with a one-hour break. In some cases,
overtime will be required to meet deadlines.

TAERE A 8:30 £ 17:30, RE /M. fEREAELT, N T IEm At s, &
IR E N

Travel to conferences, business meetings, and industry events

S S RAT LIS )

Work according to own initiative

THEREES

Drive the entrepreneurial mindset in the organization

BN 22 = A B A

Bachelor degree in work-related majors; Human resoucre management / business
administration / social work / special education / psychology.

REF LA 22, Ny SR B TR B A 2 TARRR R LA [0 B2 A S B AR
Proficiency in Chinese

SRR

Fluency in English

LA

Good computer operation skills are mandatory (MS Office)

ARIRAE i, A Office Ip A BT

Previous experience in work, training, and communication with people with
intellectual disabilities - a valuable plus!

A0 ERNEE. TR Bl gi# it e —n o 5

Previous experience of a minimum of 3 years in HR

A =L E N R IEA R TAEL R L

Previous experience in designing and conducting training

A il 52 B IT T IIAH R 2560

Previous experience in curriculum development is an adavantage
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AT K488 U5

Passion and motivation to lead a social change!
HEBEMNZ T, 58tk E

Problem-solving ability

HL A% 1] AL 2 BE

Entrepreneurial mindset

AN E LA

Ability to handle pressure and meet deadlines
REN MLXH e ) F 0 58 IRAE 55

Skill in prioritizing tasks and obligations
HEMEEF TR, AL LA RE
Attention to details

AT

Excellent time management and organization
HA O I ()45 PRANZH 24 RE )
Presentability

A R i 11
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