
The Ascendant Group Limited, which is a publicly traded investment holding 
company, invites applications for the position of 

The Human Resources Generalist is responsible for effectively contributing to the 
HR team to ensure smooth and effective day-to-day HR operations including payroll 
and benefits administration, recruitment, employee relations, learning and 
development.  This position will be a point of contact on day-to-day administration 
queries and policy and procedure updates.  

Key Job Responsibilities include but are not limited to: 

��Provide high level administrative support for core HR activities, programs and 
processes including immigration, rewards and recognition 

��Process benefit enrollments, changes and payments 

��Perform document management, electronic and hard copy file organization and 
maintenance 

��Respond to enquiries and requests from employees and external parties 

��Support the effective utilization and maintenance of HR systems and databases  

��Serve as the backup administrator ensuring the accurate preparation of payroll 
on a timely basis 

��Participate in the recruitment process including sourcing and screening of 
applicants, interview preparation and pre-employment checks / testing 

��Coordinate the employee onboarding program including assisting with training 
plans for new hires 

��Assist with production of HR reports, metrics and analytics in support of HR 
activities and initiatives 

��Assist in the development and implementation of HR programs and events 

��Participate in improvement and innovation efforts while building best-in-class 
human resources practices  

��Maintain up-to-date knowledge of the business, HR trends and employment 
legislation and proactively use knowledge to provide customer focused, value 
added service  

Key Job Requirements: 

��Bachelor’s degree in human resources or related field is preferred 

��Professional Human Resources certification/designation would be an asset 

��Minimum of five (5) years experience in a human resources role 

��Experience with payroll administration would be an asset 

��Understanding of general human resources practices, policies and procedures 

��Proficiency in Microsoft Office suite applications and possess familiarity of HRIS 
systems / databases (e.g. SAP) 

��Excellent verbal and written communication skills 

��Strong organizational skills including the ability to manage time and prioritize 
effectively 

��Strong interpersonal skills with a customer service orientation towards internal 
customers 

��Ability to work appropriately with confidential and sensitive information 

��Meticulous dedication to detail and accuracy 

��Self-starter who demonstrates initiative and is a strong team player  

Application deadline:  Monday, August 15, 2016 
Apply to:   P.O. Box HM 3392, Hamilton HM PX 
E-mail:   recruitment@ascendant.bm 

Human Resources Generalist 

Ascendant Group Limited 
is a drug, alcohol and 
smoke free environment 
and, as such, requires all 
applicants to successfully 
pass a pre-employment 
drug and alcohol 
screening prior to an offer 
of employment. 


