
 

 

Human Capital Assistant Manager 

(Learning and Development) 

 
We are looking for a Human Capital Assistant Manager to support the Human Capital 

and Administration Team to deliver the overall Learning and Development and 

Employee Engagement strategy and plan. The job incumbent will identify L&D needs, 

develop, deliver and administer L&D programs, set clear points of evaluation and able 

to demonstrate the degree of success achieved for all L&D interventions. 

He/She is also involved in leading company branding initiatives and engaging in 

Employee Relations matters to ensure their effective management. 

 
Job Duties 

 Define, design and implement L&D strategy and plan to support the 

business and staff needs; 

 Set and monitor standards / requirement for L&D and competence; 

 Design and deliver L&D solutions to support the organizational change 

and development outlined in the overall L&D strategy using a blend of 

methodologies including computer based, self-managed learning, remote 

delivery, management cascade, class room and on job learning as 

appropriate; 

 Evaluate learning and their impact on employees’ knowledge and 

practice to achieve continuous improvement and report against agreed 

OKRs; 

 Keep up-to-date with current thinking on training practice and methods; e- 

learning development and on-line software technology; 

 Advise and handle L&D issues to ensure high quality customer service 

across the organization; and 

 Ensure development and delivery of the resulting annual L&D programs 

for the Group to ensure that our staff provides a satisfactory level of 

service; 

 Design and review on Internship and Management Trainee Programs. 

 Explore probable partnership with universities to monitor Internship and 

Management Trainee programs; 

 Lead company branding initiatives; 

 Advice and support on Employee Relations matters to ensure their 

effective management, including disciplinary, grievances and 

performance issues; 



 

 

 Influence and enhance employee experience, and take ownership of key 

initiatives; 

 Review existing employee engagement channels and amend or create 

new workshops, programs to provide differentiated employee experience 

to challenge the status quo 

 
 

Job Requirements 

 Degree holder in Business Management, human resources management 

or relevant field; 

 Minimum 4 years’ experience with excellent project management; 

delivery, instructional, coaching, presentation and negotiation skills; 

 Capable in building and delivery of L&D strategies which support the 

Group’s objectives / business plan, to strengthen the quality of staff to 

perform to exceeds expectation; 

 Strong in research, define and evaluate training needs; 

 Proven experience in identifying capability gaps and developing L&D 

plan; 

 Excellent communication skills, both written and spoken English and 

Chinese (Putonghua is an added advantage); 

 Highly developed interpersonal and people management skills, including 

ability to interact with and influence people at all levels; 

 Willing to work with people with diverse cultural background and being 

able to work independently under pressure with high sense of 

responsibility; 

 Good Team Player and Leader. 



 

 

Human Capital Assistant Manager 

(Talent acquisition and employee engagement) 

We are looking for a Human Resources Assistant Manager who will report to the 

Human Resources and Administration Director to help our Group attract and retain 

talented individuals to support our aggressive business expansion plan in an ever 

changing and fast-paced environment. You will be entrusted with an ongoing quest to 

identify talent, build a strong employment brand and a resources pool to ensure great 

relationships with both the potential candidates and stakeholders. 

 
Job Duties 

(A) Talent Acquisition and Quota Management 

 Determine current staffing needs and produce forecasts; 

 Develop talent acquisition, people engagement strategies and hiring 

plans; 

 Lead employment branding initiatives; 

 Well versed in full-cycle recruiting, sourcing, employment branding and 

people engagement; 

 Good network and anticipate future needs; 

 Plan and perform sourcing to fill open positions in a timely manner and 

targeted selection processes; 

 Assist in employee retention and development; 

 Handle on boarding procedures for new hires; 

 Keep up with new trends in the market place or other events; and 

 Renew import quota labor. 
 

(B) Employee Engagement 

 Implement and drive Employee Engagement Program that enforce group 

culture and drive employee engagement; 

 Influence and enhance employee experience, and take ownership of key 

initiatives; 

 Manage employee relations and performance issues to implement 

prompt and appropriate resolutions 

 Engage the business via interaction and work directly with all Business 

Unit and Function Heads to transform the employee experience. For 

example, to set up and drive employee focus groups to gather insights 

and generate exciting ideas; and 

 Create a differentiated employee experience to challenge the status quo 

 Design and deliver Employee Welfare programs 



 

 

Job Requirements 

 Degree holder in human resources business administration, or relevant 

field; 

 Minimum 3 years’ solid experience in talent acquisition and employee 

engagement; 

 Excellent project management skills; 

 Willingness to understand and comprehend the duties, responsibilities 

and competencies of 

 Different roles. 

 Familiarized of all selection methods and techniques. 

 Proficient in the use of social media and job boards. 

 Background in customer insights, customer experience or HR Generalist 

experience. 

 Excellent command of written and spoken English and Chinese. 

(Putonghua is an added advantage) 


