Principal Duties & Responsibilities

Human Resource

. Assists the Manager of HRFA in the development and
implementation of the SEACEN Centre’s human capital strategies
and initiatives.

Plans and implements effective human capital strategies, initiatives
and tasks in recruitment.

Manages performance management process.

Reviews terms and conditions of services, talent management and
rewards policies.

Ensure company policies comply and align with Malaysian labor laws
and regulations.

Manages requirements relating to OSHA.

. Administrates and manages the Human Resource Information
System database.

Manages the administration of salary and benefits including payroll
and ensure compliance with statutory bodies requirements

Administration

Supervises timely arrangement to facilitate repatriation for
expatriate staff, including immigration matters such as application
for visa and work permit; accommodation and local travel upon
relocation to Kuala Lumpur and resettlement to the home country.
Supervises the maintenance of the Centre’s office, equipment,
machinery and vehicles to ensure that they are in good working
condition and in accordance with the Occupational Safety and
Health Act (OSHA).

Coordinates with company secretary and manage corporate matters,
such as resolution of board members. Assists with corporate
statutory requirements in the SEACEN Centre.

Coordinates and manages the SEACEN Centre’s Additional
Scholarship by requesting remittance of contribution and
identification of learning events and participant; acknowledgement of
receipt of contribution and follow up on reimbursement from member
banks.

Supports general business operations by providing various
administrative support activities including but not limited managing
staff leave days, claims, medical, insurance, procurement and
disposal of assets.

Compensation, Benefits and Requirements

The position offers competitive salary conditions and benefits. The
following documents should be sent to hr@seacen.org by 20 March
2025:

latest CV
relevant graduate/postgraduate certificates
current salary
expected salary in the advertised position
. Three (3) professional references, one each from people who have
worked with you in a professional capacity and who can comment on
your suitability for the advertised position
recent passport-size photo (optional)

Only shortlisted candidates will be notified.

The SEACEN Centre

Role Purpose

Support the Manager of Human Resource, Finance
and Administration (HRFA) in formulating and
implementing human capital and administrative
operations, including recruitment, compensation and
benefit, learning and development, performance
management, rewards, industrial relations,
administration, repatriation in line with the SEACEN
Centre’s vision, mission and strategic direction.

Summary of Qualifications

Qualification: Bachelor’s degree in Human Resource
Management or Business Administration or
equivalent from an accredited university. Exemption
from the required academic qualification would be
given to those who have demonstrated competence
of at least 7 years as HR practitioner. Exposure in
Industrial Relations or HR compliance is an
advantage.

Experience: A minimum of 5-year experience in a
national or regional or international institution in the
area of human resource and administration.

Location and Reporting
Kuala Lumpur, Malaysia.
Position reports to the Manager of Human Resource,

Finance, and Administration (HRFA), The SEACEN
Centre



