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HR ASSISTANT - GENERAL INSURANCE

1. Functions in HRIS
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Maintaining and updating in Human Resources Information System
and ensure smooth functioning time to time for the purpose of
maintaining accurate pool of information.

Monitoring the operational efficiency of the HRIS system and
actively engage in developing the system.

Report drawbacks to the service provider in timely manner to avoid
breakups.

Functions in HR Administration & HR Services section

« Engage in the functions of HR Administration section in order to

maintain the smooth functioning of HR services.

« Coordinate with other departments on updates and changes of the
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details.
Assist to prepare HR Presentations as and when required.
Actively engage in providing technical support for the meetings.
Perform additional work assigned by the Management from time to

time in line with the competencies to meet business requirements.

Deputy General Manager - HR
Sri Lanka Insurance Corporation General Ltd.,
No 21, Vauxhall Street, Colombo 02.
Company Registration No: PB 5208

Passed G.C.E (A/L) with 3 main subjects in one sitting
excluding General English and Passed G.C.E (O/L) with
Credit passes for Sinhala/Tamil, English & Mathematics
with part professional qualification in HR/Qualification in
Data Science

Attention to details with high command of analytical skills
Sound knowledge in MS Office, Language and
communication skills

Ability to work independently with minimum supervision -
ADbility to work under pressure

Previous experience in HR/Administration will be an added
advantage

Preferably age below 35 years
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Sri Lanka Insurance

Like a father - Like a mother




