HR Administrator (f/m/d)
Mainz - Full-time - 743999714160893
Apply Now:
https://jobs.smartrecruiters.com/Ubisoft2/743999714160893-hr-administrator-f-m-d-?oga=tru
e
The HR Administrator will support the HR Business Partners in day-to-day operations of the
HR department by administrating policies, processes & programs and providing support to all
operational teams. Please note that this role require excellent command of both English and
German.
Your primary objectives are to:
Support the local HR Business Partners in Mainz
Support new employees during their onboarding/ pre-onboarding
Prepare and follow-up on the monthly payroll
Contribute to the optimization of HR processes
Be the interface for all of Ubisoft Mainz's staﬀ in regards to HR related topics, together with the
local HR Business Partners

Your tasks will include to:
Set up employment contracts, reference letters and usual correspondence
Engage in ﬁle management and various administrative tasks
Prepare the monthly payroll with support of the local HR Business Partners
Ensure that all onboarding and staﬀ management processes are being complied with
Record absences
Degree in economic studies (HR focus) or comparable education (e.g. HR-Specialist (IHK))
+1 year experience in HR
Familiarity with labor law and social security law
Very good organizational skills
Being a team player with a service orientated mind-set
Excellent command of both English and German in oral and written
Preciseness, adherence to schedule and discretion is a must have

Your beneﬁts:

Flexible working hours
External training, education in our in-house guilds and knowledge sharing with other teams
Fresh fruits, discounted gym membership, corporate beneﬁts and support for child care
Free bike rental or lease your own bike
Working in an innovative and international company

We oﬀer a highly motivating challenge for team players interested in showing personal
initiative in an innovative and international company. If you are passionate about video
games and would like to join an industry leader - please apply via our career portal. The
application should include your resume, a cover letter including your earliest starting date,
expected salary and why you would like to join us.
For further information, please check https://mainz.ubisoft.com/en/

