HR INTERN VACANCY:

[bookmark: _GoBack]Requirements:
‐ Update the internal databases including employees’ file
‐ Screening resumes and application forms
‐ Prepare NSSF documents for employees upon request
‐ Prepare employees’ attendance and overtime related documents as per weekly
schedule sent by each department
‐ Participating in the recruitment process
‐ Other duties as assigned by HR Team

Education: BA in HR Management, Business Administration or any related field

Skills:
‐ Communication skills (written and oral)
‐ Computer skills
‐ Dynamic and self‐motivated
‐ Patient
‐ Emotional intelligent
Company Name: FMPS Holding
Company location: Naccache, Talet Srour, Blue Zone- Bldg no 10.
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FMPS Holding S.A.L.
Naccash – Talet el Srour
Blue Zone - Building No. 10
Beirut – Lebanon
P.O. Box 60-247 Beirut, LB
Tel:        + 961 4 403 410 / 04 403 411 / 04 520 502
Fax:       + 961 4 520 164
Email: hrdept@fmpsholding.com
             careers@fmpsholding.com
Web:   www.fmpsholding.com
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