
 

 

 
 
 
 
 
 
 
 
 
 
Appleby (Bermuda) Limited, a leading offshore law firm, 
provides legal, fiduciary and administration services to many 
leading global organizations.   
 
___________________________________________________ 
 

Human Resource Officer 
The Human Resource Officer works closely with the Director of 
Administration in directing the day-to-day operations of Human 
Resources. The successful candidate will also be responsible for 
performance management, recruitment, immigration, payroll, 
employee relations activities and support a variety of learning 
programs and initiatives. 
 
Duties and Responsibilities required: 

� Provide support with driving the creation and execution of 
various strategic initiatives that will assist with meeting 
business needs   

� Identify and recommend development opportunities to ensure 
performance and efficiency standards meet client needs 

� Provide guidance and coaching to management and staff to 
encourage an environment that fosters open communication 
and cooperation 

� Participate in performance management reviews and facilitate 
constructive feedback and/or disciplinary actions 

� Assist in resolving employee grievances and complaints and 
act as a coach to encourage desired behaviour and decision 
making 

� Conduct recruitment efforts to ensure high quality candidates 
are selected to meet client needs 

� Assist with creating and maintaining the local departmental 
budget 

� Provide payroll and benefits coverage 

� Identify learning and development needs through job 
analysis, appraisal schemes and regular consultation to 
ensure learning needs are addressed 

� Design, develop and deliver learning and development 
programmes to ensure long-term improvement of employee 
skills and capabilities 

 
Knowledge, Skills and Experience required: 

� University degree in a discipline relevant to the Human 
Resource function. A Master’s degree is considered an asset 

� Minimum of five years’ HR Generalist experience working in a 
demanding Human Resource environment 

� Working knowledge of the Bermuda Employment Act 2000 
and the Human Rights Act 1981 

� Knowledge of payroll, producing payroll reports and 
supporting documentation is considered an asset 

� Demonstrated ability to create and deliver presentations and 
training programmes to a high standard 

� Proficient in Microsoft applications, specifically MS Word and 
MS Outlook 

� Excellent written and verbal communication skills with the 
ability to initiate and draft correspondences 

� Ability to work independently to meet deadlines as well as 
strong organisational and time management skills 

___________________________________________________ 
 
Please apply online by registering in the Careers section 
(Positions Available) of our website at applebyglobal.com before  
7 October 2015. 
 
 
 


