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	Agency
	Department of Foreign Affairs and Trade

	Location
	Australian Embassy, Beijing

	Position Number
	BJ1-025

	Position Title
	Human Resources Officer

	Classification
	LE4

	Section
	Consular and Administrative

	Reports to (title)
	Human Resources Manager

	Status
	full-time

	Gross Annual Salary 
	RMB197,303.21 (plus loading if applicable)



About The Department of Foreign Affairs and Trade 
The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of Australia and Australians internationally.  This involves strengthening Australia’s security, enhancing Australia’s prosperity, delivering an effective and high-quality overseas aid program and helping Australian travellers and Australians overseas.  The department provides foreign, trade and development policy advice to the Australian Government.  DFAT also works with other Australian government agencies to drive coordination of Australia’s pursuit of global, regional and bilateral interests.
About the position
The HR Officer provides operational support to the Human Resources function and ensures the accurate and efficient delivery of HR administrative services for Locally Engaged Staff (LES).
The position focuses primarily on HR operations, payroll administration, and maintaining HR records and compliance processes.
The key responsibilities of the position include, but are not limited to:
· Process payroll and salary-related entitlements in the Human Resources system (IPL) accurately and in a timely manner.
· Administer routine HR processes including leave management, overtime, higher duties, attendance records and insurance administration.
· Maintain accurate HR records, personnel files and employee data in the Embassy’s records management systems. Ensure employee information remains current and compliant with DFAT policies and procedures.
· Prepare regular and ad hoc HR reports, including leave balances and payroll related reporting.
· Maintain HR documentation and support record management in accordance with Embassy procedures.
· Assist with the preparation of HR documentation related to employment variations, contract extensions and terminations.
· Provide administrative support for recruitment activities including scheduling interviews, preparing documentation and coordinating candidate communication.
· Support onboarding and induction processes for new staff.
· Assist with the coordination and administration of staff training programs.
· Assist the HR Manager in implementing the Embassy’s performance management processes. Maintain relevant documentation and support communication with staff regarding performance processes.
· Provide responsive HR support to Embassy staff enquiries within established procedures. Work collaboratively with the HR Manager and other teams to ensure effective HR service delivery.
· Perform other duties as required.
Required Qualifications/Experience/Knowledge/Skills 
1. Proven experience in delivering HR services.
1. Excellent stakeholder and people management skills.
1. Ability to organise and prioritise workloads to meet deadlines so as to complete tasks and assignments in a timely manner.
1. Ability to understand and carry out administrative processes using computerised systems, including competency in MS Office.
1. Good research, analytical, decision-making and problem-solving skills.
1. Initiative; flexibility; adaptability and ability to operate and work effectively within a work unit.
1. Ability to communicate effectively both verbally and in writing in English and Chinese
1. High level of discretion and reliability
1. Strong attention to detail
1. Ability to follow established processes and procedures
1. Team-oriented and supportive working style
What the Australian Embassy offers:
· Attractive remuneration package that includes performance bonuses, additional insurance coverage, 14 public holidays and generous leave provisions.
· Safe and secure workplace where safety of employees is a high priority and a diverse and inclusive workplace is actively promoted.
· Opportunity to work in a diplomatic mission and interact with colleagues from a broad range of interesting areas.
· Opportunity to learn new skills and meet unique challenges.

How to Apply
Please submit your application via e-recruit before 17:00 on Sunday, 21 June 2026. Applications received after this time will not be considered. 

For further information about this position, please contact beijinghrrecruitment@dfat.gov.au.

Please note that only applicants short-listed for interview will receive a written reply. If you have not received any communication from the Human Resources Section of the Australian Embassy within four weeks after the close of application, please consider your application unsuccessful. Thank you for your understanding and your interest in working at the Australian Embassy, Beijing.




Guidance for your 500 words pitch  
Your 500 words pitch should be compelling and convincing. It is a chance to tell the panel why you are the right person for the job. The panel wants to know why you are interested in the role, what you can offer DFAT, and how your skills, knowledge, experience and qualifications are applicable to the role. It should be a maximum 500 words (12 font).
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