Job Role: HR Coordinator at Apple

Job Description::

Manage the complete employee life cycle.  
Coordinate training for employees.  
Work on talent management.  
Track and manage HR data.  
Handle employee relations.  
Manage salary and payroll tasks.  
Coordinate recruitment and help with new hires.  


Job Specifications:
Qualifications: You must have a minimum of a Bachelor's Degree or a Level 7 qualification.  
Experience: You need a minimum of 2 to 3 years of work experience. You should have previous experience working as an HR Assistant or working in a payroll role.  
Technical Skills: You must know basic Excel, specifically how to use the VLOOKUP formula.  
Soft Skills: You need to have good communication skills, empathy, problem-solving skills, and time management skills.



The 6 Job Descriptions
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Employee Life Cycle Management: This involves managing an employee's entire journey at the company, from their first day  to their last day 

Training Coordination: This means organizing learning programs, scheduling sessions, and ensuring staff have the training they need to do their jobs.

Talent: This typically refers to talent management or talent acquisition, which means helping to find, recruit, and develop good employees.

Data Tracking: This involves keeping accurate records of HR data, such as employee information, attendance, or performance metrics.
Employee Relation: This means acting as a bridge between the company and its staff, handling workplace issues, and maintaining a positive company culture.

Salary Management: This task is about managing payroll and making sure all employees are paid accurately and on time.

Required Qualifications
To be eligible to perform these 6 tasks:
A minimum of a Bachelor's Degree or a Level 7 qualification.
Required Experience
The notes state that a candidate needs practical background knowledge, specifically:
2 to 3 years of minimum experience.
Prior experience working as an HR Assistant or working in payroll.

Required Skills
To successfully manage those duties,:
Technical Skills: Basic Microsoft Excel skills, specifically knowing how to use the VLOOKUP function.
Soft Skills: Good communication skills, empathy, problem-solving skills, and time management.
Recruitment Focus: The notes also highlight that coordinating recruitment for new hires heavily requires good communication and problem-solving skills.

