
DESIGNATION Sr. / Executive, Staffing 

DEPARTMENT Human Resources 

SECTION Staffing 

JOB 
RESPONSIBILITIE
S 

1. To manage and monitor complete lifecycle of staffing process 
including internal and external recruitment, interview, selection, 
hiring and placement timely. 

 
2. To source using the best approach in order to hire the best in-

market candidates; 
 

3. To conduct effective interview session in efficient and timely 
manner; 

 
4. To coordinate between candidates and business units the overall 

deployment process until completion/onboard ensuring no 
disruptions to departmental operations; 

 
5. To conduct and collaborate with other departments on new-hires 

orientation / induction session for new staff reporting for duties 
ensuring they are equipped with the required basic knowledge of 
the business; 

 
6. To initiate creating new Employee Personal File and manage 

safekeeping of record/document related to staffing, staff 
deployment and employment movement for future reference and 
auditing purposes; 

 
7. To process probationary assessment and job confirmation within 

the stipulated timeline; 
 

8. To manage the process of staff mobilization / movement within the 
organization including promotion, transfer, reassignment, 
redeployment, job rotation and temporary posting. 

 
9. To supervise the terms and conditions of employment procedures 

including probation and confirmation, acting and covering 
appointments, and monitor the compliance to Company’s policies 
and procedures and Collective Agreements.   

 
10. To supervise employee separation processes including 

resignation, retirement, dismissal and medical board-out.  
 

11. To process staff exit documentation and ensure proper handover.  



JOB 
REQUIREMENT/ 
COMPETENCY 
 

Academic Qualification 
Degree / Diploma in Human Resources, Management or other related 
field. 
 
Knowledge/Skill competencies/Leadership 
1) Conversant with Malaysian Labour Laws 
2) Proficient in Microsoft Office 
3) Effective communication skills in Bahasa Malaysia and English 
4) Attention to details 
5) Effective information seeking skills 
6) Customer Service/Interpersonal/Courteous personalities 
 
Other requirements 
Preferably 5-10 years of experience in Human Resources, particularly 

in Staffing. Knowledge in HRIS (recruitment module) would be an 

added advantage. 

 

APPLICATION 

PROCESS 

Please submit your  application letter along with your Resume/CV to: 
PENANG PORT SDN BHD 

NO. 1, PESARA KING EDWARD 
10300 GEORGETOWN 

PULAU PINANG 
(U/P:Staffing Unit, Human Resources Department) 

or 
Email : recruitment@penangport.com.my 

BEFORE/ON : 10.08.2020 
 


