
 

 

 

 

 
 

Tasks Description: HR Assistant 

 
- Assist HR Department with both oral English training and English writing to improve staff’s 

English 

- Support HR Department to handle daily work and other paper work  

- Other work assigned by supervisor 

 

Requirements: 

 
- Native English speaker preferred 

- Have got bachelor degree or above preferred 

- Good interpersonal communications skills 

- Patient and highly responsible 

- The internship should last for at least 3 months 

 
 
 

 
 
 
 

 

 
 

 

 

 

 

 


