EvolutionHR Consultancy Limited
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HR Administrator
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IT Specialist
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Accountant

P
Graphic Designer
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Responsible for searching proactively for candidates with poten
tial by using a number of media, managing and assess new cand
idate registration, renew candidate records, qualify and shortlis
t candidates.

R

ARBE FHIEAL . S ERAE SRR A RA
2, v PR S AR AN R E DL R RSN SRR

JE RIFI TAERRR

Responsible for searching proactively for candidates with poten
tial by using a number of media, managing and assess new cand
idate registration, qualify and shortlist candidates, building clos
e and long-lasting relationships with candidates and clients by p
roviding excellent customer service.
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Responsible for administrative support in office, answering the
direct phone call, reply e-mail and order office supplies,

schedule meeting and travel itineraries.

MEEE A RSt AESE, RAEANTIRD), BE SRS
AXE,  HEAR LRt L A A B A O T IR U B A o A
pLiEs =

Responsible for maintaining IT equipments and IT operation fun
ctions, providing technical support including PC account setup,
software/hardware and network connectivity issues.
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Responsible for accounting task, preparing monthly financial re
ports and evaluation.
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Responsible for graphic design for in-house marketing collateral
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s and advertising materials, maintaining consistent brand imag
e, assure the efficient publicity, coordinating with production h
ouses and printing firm, monitoring work quality, cost and deliv
ery schedule.
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Business Development Responsible for developing potential clients and grow for the ex
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Marketing Executive

isting clients, discovering and exploring opportunities. Locates a
nd forges strong and long-term business relationships.
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Ensure the efficiency and effectiveness of internal and external
communication of information, matter to scheduling and imple
mentation of all marketing activities.



