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PERDANA UNIVERSITY  DUO26(B) 
 

 
POSITION DESCRIPTION 

 
Job Title  :   Executive, Human Resource  

Reports To :   Manager, Human Resource 

Department/Branch :   Human Resource 

Effective Date  :   ASAP 

 
Main Purpose: 
 
To assist in delivering a comprehensive, professional HR service for Perdana University operations 
based in Selangor in order to recruit, develop and motivate high quality people, in line with 
operational objectives.  

 
Duties and Responsibilities: 
 
1. Recruitment and Selection 

a. Carry out recruitment and selection process for all Departments and Schools of the University. 
b. Pre-screen and assess applicants in matching job applicants’ competencies, relevant work 

experience and qualifications against Manpower Requisition Forms submitted by Managers or 
Heads of Departments and Schools.  

c. Liaise with Managers or Heads of Departments and Schools to identify and recruit the right 
people. 

d. Defining and developing job description for current and future employees 
e. Responsible in managing effective recruitment timeframes and ensuring positions are filled in 

a timely manner and in line with expectations of Managers or Heads of Departments and 
Schools.  

f. Source for candidates through online portals such as jobstreet.com and other recruitment 
channels such as newspaper advertisement, twitter, etc. 

g. Efficiently and effectively fill-up open positions 
h. Develop a pool of qualified candidates in advance of needs 
i. Utilize internet for recruitment; 

- post positions to appropriate internet sources 
- improve the university website recruiting section to assist in recruiting 
- research new ways of using internet for recruitment 
- use social and professional sites to identify and source candidates 

j. Review applicants to evaluate if they meet the position requirements. 
k. Conduct prescreening interviews. 
l. Maintain all pertinent applicant and interview data in the database  
m. Assist in performing reference and background checks for potential employees. 

https://www.thebalance.com/phone-screen-best-practices-sample-questions-1916800
https://www.thebalance.com/what-is-background-checking-1918065
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n. Assist in writing and forwarding rejection letters/emails. 
o. Assist in interviewing and selecting employees’ onsite. 
p. Assist in preparing and sending offer packages. 
q. Assist in preparing and sending new employee orientation packages 
r. Assist your superior to manage and improve the recruitment process from time to time. 

2. To familiarize with Payroll and related statutory matters – stand in as back up with existing 
Executive handling this portfolio 

3. New Staff On-board 
a. Planning and sometimes delivering, training including inductions for locally employed staff and 

staff seconded from RCSI, Dublin 
b. Follow-up and assist with candidates transition and on-boarding process  
c. Administer arrangements such as IT access, email, access card, work station and etc 

4. To prepare panel clinic card for new employees and inclusion of new family members for current 
staffs 

5. To monitor the medical and hospitalization benefits and updating employees’ medical claim 
records 

6. To monitor staff attendance’s log book on daily basis for new staff not issued with Staff ID Tag or 
staff who do not bring the Staff ID Tag 

7. To manage filling of HR Documents and maintenance of records and filling system for smooth and 
efficient data retrieving  

8. To manage claims, ensure that the claim is processed in timely manner 
9. To assist in preparing of complex reports, letters, proposals, presentations 
10. High quality HR support and services 

a. Ensure excellent customer service in providing effective and competent advice relevant to the 
portfolio 

b. Work collaboratively within the HR department on HR projects and initiatives  
c. As required, undertake other responsibilities as assigned by the Human Resource Manager 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is not intended to be an exhaustive list of all duties and responsibilities. The employee may be required to 

carry out other duties and responsibilities as may reasonably be required to do so. 

https://www.thebalance.com/rejection-letters-1918042
https://www.thebalance.com/employee-involvement-in-the-employee-selection-process-1919152
https://www.thebalance.com/employee-orientation-keeping-new-employees-on-board-1919035

