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PfEx 1:

Recruiting Request

HIEHE

Department

MR

Position/title
FHHEHER AL

Amount

NEK

Interviewer

TR

Working Location
LA A

Close date
e 1 H H #1

Job Description
HRALfik

Role in the organization
chart
TEFRT 1 H LG5 ) [ o B

Career path
BEHRAGL K e vt-4)

Education background
HEEREGE FR)

Experience &

Qualification
it e

Other requirement
HEEREEE THELE)

Requested by (Dept. Head)

Date:
H 34

RN NE
it (ATiEF):
O B2 H/H Ok 557> Bl i/ B B/ H 3

OHR &%/ H i

OF SR APSEASLIVARE i

OHR 73w /BhEE/ H 3

O 73 SCHLH HR £ 28
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Name of Applicant: (£
Position: (M4 HRAT)

Interview Evaluation Form

T PP R

Interviewer: (T 1)
Date:  (H[a])

F—%MHRA (Hiring manager/Director ff )

General Impression
CREVEIT (B RE . FEAIRED L Q&
PEy FFANESESE)

Education

RYHE W CAG B

Experience

TR (Rl R ALK

Service centric

MR55 2 BB

Team working

A1 A Bl A e

Communication skills

38 KR 5 RIERE

Honesty, open, passion

SR TP

Aggressive but thoughtful
BT BME AT Cor A AR ok e L RE D)

Goal oriental

2R M

M| R | R | BB | B

=20 =" = =" =~ ="

Interest to insurance

XHAT ML

Interest to the job
X AR

Foreign language
Shifik T

Computer

THRHLKFE

Working stability
& iRk

() AFHEFRE

() HERE

() BHAZY)

Personality
MR

C D b

CO fghr CO ik C) RN

€D A

Motive

JS2HE I Zh AL

CO Rfmbelr ) FRER ) #REln () ABRKR
() A, FHiH:

Strength
L

Weakness
A

Current Package
Hurfeil (LH. D

Expectation

WA (TR, B

Availability

REibgE)

Decision Further interview  Reject Keep in file
RIE GE—FHRD) (AFEHD (AR

XA 275 B -




Second Interview

(% %A Director/Vice present/Present f§ /)

Date:
H

Interviewed By:

[TRZWN

General Comment
& Decision

ERETEN SRR E

B

(Director/Vice present/Present )

Hire Reject Keep in file

(D (AZHD @ =p

Back up Waiting for further contact(Pending)
(AN (gD

Please make sure always return this form and resume to HR.

RIS JR1E S N
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Hiring Decision

R RE

Candidate Chinese Name

VRPN

Working Name
P 4 R

Department

i

Position

IS 45

Position/title

LN L AN

Interviewed by

[TEWN

Salary set:
B VR AT L NI

Starting date
A A H

Candidate Evaluation
(strength & weakness)

G el
AT 6B\ 4 9 ELUM:
R -
Oz 1/H ] OMb55 93 Rl /B 2/ H OHR 7 Fill /B 2/ H 1

OHR &%/ H i

O 7 SCHUME 22 21/ H 3

O 7 SCHLH HR £ 28
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Personnel Action Form

NEREHR

Name: Joined Date: Department:

Pt A H PAEERT]

Sex: Age: Dep. after action:

P51 Fie B EEN

Action items: (FJIEFE)

(HD

Hire Completed probation Salary Review
e IE A HS Se R kD
Promotion Internal Transfer Demotion
$eTt WER A CEAMNR) W/ %51
Resignation termination Others
G ZibAR He (K. SRS

Brief the reason of action: (AJi&$£%)
OFEVHLT TR B -
O R TARNFIRE -

Brief the reason of action: (Fi%&#)
O IHB 1] 147 IR 3 p g 2 UL
O I AN 73R 3 p sl 25 0L

O] i W25 5 IF H 39

O i L2531 H Y
Brief the reason of action: Brief the reason of action:
O N J7 3 I3 18R 21 ph 3 O NEINFHEL

O NFHAHZE 7 It H Y]




Before action Before action Before action
Position | AF &R Level | A8 shi Salary | ZBZh T
H AL After action 2 7l | After action T% After action
A 5 A 5 AR 7)) 5
Remarks 2577
L (AR
OB/ HI OMEZ5 7y B S/ BhER/H #A OHR 73 & &l /BhEE/ H A
OHR &%/ H OWNFT 15T N/ H I Ot I 5 N/ H I

O AFIBZE/HIA O am NFHZE/ H Y O nwEl 23/ H ]
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H 34
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Personnel Action Form

NEREHR

Name: Joined Date: Department:

Pt A H PAEERT]

Sex: Age: Dep. after action:

P51 Fie B EEN

Action items: (FJIEFE)

(HD

Hire Completed probation Salary Review
e IE A HS Se R kD
Promotion Internal Transfer Demotion
$eTt WER A CEAMNR) W/ %51
Resignation termination Others
G ZibAR He (K. SRS

Brief the reason of action: (AJi&$£%)
OFEVHLT TR B -
O R TARNFIRE -

Brief the reason of action: (Fi%&#)
O IHB 1] 147 IR 3 p g 2 UL
O I AN 73R 3 p sl 25 0L

O] i W25 5 IF H 39

O i L2531 H Y
Brief the reason of action: Brief the reason of action:
O N J7 3 I3 18R 21 ph 3 O NEINFHEL

O NFHAHZE 7 It H Y]




Before action Before action Before action
Position | AF &R Level | A8 shi Salary | ZBZh T
H AL After action 2 7l | After action T% After action
A 5 A 5 AR 7)) 5
Remarks 2577
L (AR
OB/ HI OMEZ5 7y B S/ BhER/H #A OHR 73 & &l /BhEE/ H A
OHR &%/ H OWNFT 15T N/ H I Ot I 5 N/ H I

O AFIBZE/HIA O am NFHZE/ H Y O nwEl 23/ H ]
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FAR e kN 2, RGN g, I DA D sty TN KRS, %R 1 TAF 28k

wmr
AR H AT AR H AT AR H AT
i VA % ESEDA
BH G = Bl
N1 BR A
H

N EFAA A E SR T4k 5 AV ES 7, Bk, A" S0 24wk B E ot
R F O IR b (A58, 2 Il DUR B AR A R . A, A 08 B Al A
(M AR Al 3




B =% 20: ﬁ%%ﬁ?ﬁ%

LS C LA

Chinese Name

R0 B4z
Department Position
Resign Application
HIRP Tk NN LA B AR
Starting Day Division

WA S IR I
Reasons of resignation

RIS
Signature
B
Date

FITE R
Comment form Dept. Head

A XERT] &
Comment form Dept.

B AR
Comment from leaders

=G IAER:
Last Working day

S B A5 RN B A AL R AR, EX R THRAT—A SO &M X P @il 4 8] eIk T,
This date should be under Huatai.’s Rules or mutual agreement. One month’s notification in advance in needed.

WERSERUG, TN IR
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B 5% 23 HIRFLLH
[EEZP EE AR TRSE
A A HI: AT B R
Dept in Item Signature Signature
Charge 15 TRINET 2
B 5THB1 ]
‘ g
PRI S BN I R SER
TAEASH%
H | IMESE
RTF. TAEE
B
- L
ITEER 4 p
oA,
Email #ilibyFs (BERPE S
NI TR B
ENER LIPS
%%I%%ﬁ:
ANEH N
o ﬁA%bﬁﬁﬁﬁﬁé%EE%:
23w SRR ML AR TR ORI 2 1E H 3
(EESE VT
LR R
Tt 55 58 %%im
fE
fﬁiﬁ:
RO ] :
HEE
HFE)

ORI LR FETEM, MBS XX ARKFEHEHKXR.

Signature (5 HR A 71455)

O N LR FE5eK, MbrSi1ZR 1%

Signature (N5 5 1A

Date  (H )
HKRFR, EMHIAN

5T

p

Date  (H )




b= 24:

WAR P iF &

v 7] LOGO

L\\

Leave Record

AR F i &

B A BRG] :
Name Starting Date
17 IR 4% :
Department Position

T AEH G .

Working location

AR A A
Types of Leave

D Annual Leave  F1& D Pregnant Leave HEIRAB
D Excused Leave  F1& |:| Maternity Leave ~ *1&
|:| Marriage Leave 4548 |:| Others Leave H e AKRE)
|:| Illness Leave AR
Reasons #1R /& B (HAE— R A LM E J7IE9):

Leave Duration

AR B BA(EAR R F R): PN 7

Total days #1185 X £L:

Comment(#LEH):

Signature:

INNISPN FTEEBE ANF%E
H 27 H #7 B 2



g

by 25:
e 32 F P&
] LOGO g I
Name Department
B4
Position
TAEH S
Work Overtime Working location
Record
Ho Pt W iE &

Reasons 7= 3E/)2 [

Work Overtime Duration

I JEBF B (B BA R A R AmHERTIA]): MK H )| H
eI iy Ed) i
Total times A= ¥£ % T AF:
Comment(#LEH):
Signature:
NN ER N ANFBHE
H 24 H #A H A7
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