Recruiting HR
About ITnamics

ITnamics is a diversified commercial company that aimed at providing IT solutions and professional China business consultant services to our customers. In addition, we provide customized services and integrated solutions, ranging from investment strategy, products deputizing, to China Business Mission, US-Chinese company matching, as well as business translation for our clients. we have dedicated teams equipped with excellent business-mind to help you realize your investment return in a maximum degree both in U.S. and China,. ITnamics is the most convenient and reliable channel for any foreign company to enter into the most competitive U.S. market and/or the most potential Chinese market. 
HR Position Purpose:


The purpose of the full time position is responsible for the development and implementation of a comprehensive People Plan for the company including recruiting, employee relation and training & development.  Provides advice/support to field Operations management and corporate department heads on employee relations, career development, labor relations, employment law, company HR policies and procedures as well as provides training in HR areas.  
Key Position Accountabilities:
· Staffing/Recruitment - Researches job qualifications/hiring department needs; develops recruiting strategies; identifies sources for qualified candidates; initiates, ads, college recruiting, job fairs, agency contacts, etc.  Screens resumes/applications, interviews applicants, checks references, conducts employment tests and determines general suitability for employment at Company 

· Human Resource Information System (HRIS) – Develops and manages the HRIS function to include employee database maintenance; report generation and personnel action processing. Maintains the HRIS system and oversees modifications to or installations of upgrades

· TRAINING: Learning and Development - Analyzes employee learning and development needs and prepares courses and related documentation/training materials.  Identifies outside sources/vendors.  Conducts training classes and/or manages programs. Evaluates course/program effectiveness. Oversees tuition assistance program.  May provide organizational development expertise/consulting 

Key Requirements:

· Bilingual Chinese Speaking
· Start Immediately
· 3+ years working experience

· Self-motivated

· Team player

· Bachelor’s degree in Business Administration with an emphasis in HR or related field

· Master degree, certification in HR a plus

· Possesses strong leadership and management skills

· Experienced in working with all levels in the organization

· Understands the strategic role of Human Resources in a highly complex and competitive business environment

· Maintains performance stability in stressful situations

Physical Requirements:
Ability to speak clearly in person and on the phone. Ability to travel up to 90% of the time, as business requires.  Ability to hear sufficient enough to understand and comprehend conversation in group meetings, one-on-one conversations and telephone conversations.  Ability to view computer screen for extended periods of time.  While performing the essential functions of this job, the employee is frequently required to sit; hear or talk: use close vision; use hands to grasp, handle or feel objects; and type and manipulate controls.  Employee is occasionally required to use distance vision, stand, kneel or crouch and lift up to 10 lbs.  

If interested, please send resume in MS Word format to: ITnamicsusa@yahoo.com

OTHER AVAILABLE POSITIONS:
2. Sales Manager or VP of Sales (in-charge of sales department)
3. COO (in-charge of daily operations and execute all plans)
4. marketing manager (handle all marketing and PR issues)
5. communication/network administrator (handle all internet and communication network) 
6. sales persons (sell products and services)
7. Business Consultant Analyst (MBA/MPA with J-1 Visa)
8. Mortgage Account Executives (MBA)
9. Accountant (handle tax related and bookkeeping issues)
If interested, please send resume in MS Word format to: ITnamicsusa@yahoo.com

