· Manage onboarding and employee care processes to ensure a smooth employee experience.
· Support and/or lead performance appraisal, salary adjustment, merit increase, and bonus processes.
· Prepare and maintain HR reports, dashboards, org charts, workforce data, and turnover analysis.
· Coordinate employee engagement surveys and department follow-up actions.
· Support talent review, succession planning, and IDP tracking.
· Prepare materials for HR Committee, talent discussions, and management reviews.
· Support change initiatives through communication, readiness tracking, and adoption monitoring.
· Coordinate company events and VIP events, including logistics and execution
· Others task assigned by management


   Manage onboarding and employee care processes to ensure a smooth employee  experience.      Support and/or lead performance appraisal, salary adjustment, merit increase, and  bonus processes.      Prepare and maintain HR reports, dashboards, org charts, workforce data, and turnover  analysis.      Coordinate employee engagement surveys and department follow - up actions.      Support talent review, succession planning, and IDP tracking.      Prepare materials for HR Committee, talent discussions, and management reviews.      Support change initiatives through communication, readiness tracking, and adoption  monitoring.      Coordinate company events and VIP events, including logistics and execution      Others task assigned by management    

