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Position Title City, State Length Stipend
HR Intern Clty of Industry, CA 12 7|'|"?éJ $1 8.00/HOUr

Job Descriptions / Academic Background

« Facilitate the Full Recruitment and Hiring Cycle: Actively support all stages of the recruitment

process, including sourcing, interviewing, and candidate selection.

* Manage Onboarding Documentation: Oversee the onboarding process by coordinating and

completing all necessary documentation, including background checks, I-9 forms, W-4 forms,

and other required paperwork.

* Process VISA Documentation: Serve as the liaison between FSE, VISA employees, and internal

teams to manage the onboarding and VISA documentation processes.

+ Assist with New Hire Orientation and Training Programs: Coordinate employee training

programs, including registration, scheduling, room reservations, material preparation, and

conducting sessions.

« Utilizing Company Systems: Utilize company systems to update employee information and fulfill

other internal requirements accurately.

+ Support HR Initiatives: Contribute to HR projects, events, and campus recruitment activities.

« Handle HR Inquiries: Respond to internal and external HR-related inquiries, providing prompt

and effective assistance.

« Participate in HR Projects: Provide support for various HR projects as needed.

* Support Additional HR Functions: Assist with other duties as assigned to support the HR team.1. Recruitment and Onboarding:
Manage the recruitment process, including job postings, screening, interviewing, and selection of candidates.
Facilitate new employee onboarding, including orientation and necessary training.

1. Recruitment and Onboarding:
Manage the recruitment process, including job postings, screening, interviewing, and selection of candidates.
Facilitate new employee onboarding, including orientation and necessary training.

2. Employee Relations:
Act as a point of contact for employee inquiries and concerns. Assist in conflict resolution and disciplinary actions when required.

3. HR Policies and Procedures:
Develop, update, and maintain HR policies and procedures in compliance with applicable laws and regulations.

4. Compensation and Benefits:
Administer compensation and benefits programs, ensuring accuracy and compliance.
Provide guidance to employees regarding benefits and resolve related queries.

5. Employee Records and Documentation:
Maintain accurate and confidential HR records and documentation.
Manage employee data, such as attendance, leave, and performance records.

6. Training and Development:
Identify training needs and support the development and implementation of training programs.

Assist in performance management and talent development processes.

7. Compliance:




Stay informed about labor laws, regulations, and compliance requirements, and ensure the organization's adherence to them.

8. HR Reporting:
Prepare and provide HR reports and data analysis to assist in decision-making.

9. Health and Safety:
Ensure workplace safety and compliance with health and safety regulations.
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Benefits Information
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Company & City Information
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Daesang Group was founded in 1956 in South Korea and has since grown to become one of the world's
leading producers of consumer food products. Daesang boasts about 40 sales and manufacturing
subsidiaries in South Korea, United States, Europe, Japan, Hong Kong, China, Indonesia, and Vietnam.
Daesang'’s Jongga and Chung Jung One brands are brands of Korean Food in South Korea as well as in the
U.S. We have an ambitious goal to bring authentic and delicious Korean foods to prominence in the U.S.

City of Industry = 0l= Zic|ZL|0t = A HEY A JI2E S2 M OtEC|I& Bl /AXIe TAIZLICH 0IS0AE € &= A=0I0]

ot TAIOIH, ZOIOIOA AHSAHZ 230 02 Helol QM0 22 d22S AFSE 22 0tLch 2 X0l 200/ e S e
SAHE FNHS HIRCIH S, HAI MHEHSS L+ U= ZHI G Bl eldE S, 010122 S0 £2 MIH F. eldE 2,
Sttt SOtE £2 == A= RO HI SO0l A0 =201 HEIHIEIE b0l = ESLICH

0} QIEd 2|9 4h 2 7|Ef Ok

1. O|HY FA (info@iccekorea.com) 2 2| ¥ OJA} MY = FPFIQLESZ ACHAIY
GIPI2E : iccekorea, = ET0||0| F|7I2E AlEh Bl 22))
O|H| Y A =2 'A&0HeHH(SHO|0|F): A4 SJAHY
ICCE KOREA O M 2201 2I7HI-M 232t HE0|-AM 5 7|2 ZHIMF AUHE L&

4. MT ZHIeEE Mot 4 0|00 A= 7S YIS S 7I7IE 4 Y

X
o
oF
I

ICCE KOREA
2 L 29 Email : info@iccekorea.com / 7}7I2E : iccekorea
E|0]|7] : www.iccekorea.com 23} : 02-335-7755
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