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JOB DESCRIPTION 

HR OFFICER 

1 About SoftKinetic 

SoftKinetic, a Sony group company, is a high-tech company located in Belgium and USA delivering state-of-the-art 
solutions in the field of Depth Sensing and Natural Interfaces technologies including Time-of-Flight CMOS sensors, 
depth sensing camera and 3D motion tracking, and 3D image processing software. SoftKinetic demands a flexible work 
environment, where expertise, motivation and efforts are strategic keywords. In return SoftKinetic provides a variety 
of career opportunities for technical, consulting and business-minded professionals and provides a stimulating 
environment where people can explore and sharpen their skills. Natural Interfaces & Depth Sensing technologies are 
a new field that is changing the way people and devices interact with mobiles devices, cars, computers, robots, gaming, 
TV or industrial image processing systems. 

2 Job Description 

We are looking for an HR officer in our Brussels office. You will be responsible for the payroll of 80 employees. You 
will advise and support the HR Manager in HR matters, both social legislations aspects as payroll technical aspects.  

 

2.1  RESPONSIBILITIES 

These are your responsbilitis : 

 You ensure a correct and timely payroll administration in compliance with social legislation 

o Ensure/control for correct payment  

o Manage leave and absences 

o Ensure correctness data sent to social secretariat 

o Eco-cheques and meal vouchers (control and distribution) 

 You are the point of contact for the employees regarding HR administration (explanation on pay slip, follow 
up research & development file, questions about mutuelle, …) 

 You take care of the administrative follow-up and communication (child benefit, educational leave, draw up 
of appendices, parental leave, child allowance, …) 

 You are responsible for the administration of the employees files 

 You are responsible for Fleet/Cell phone: Point of contact for the day-to-day questions, controlling the 
invoices, ordering the new cars/cell phone, making the appendices, … 

 You are responsible for the events of the company (fun activities, teambuilding, …) 
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 You are helping on the following domains: 

o Recruitment: put the vacancy on jobsites, manage the resumes, organizing the interviews,… 

o Varia: follow-up in renewing/entering the work permit, point of contact for questions regarding the 
hospitalization insurance, … 

 

2.2 QUALIFICATIONS 

 You have a bachelor degree in Human Resource or equivalent by experience 

 You have 3-5 years of experience in a similar position 

 You have a sound knowledge of applicable social legislation. Experience with research & development files 
and expats is a plus 

 You have a good knowledge of French, Dutch and English 

 Experience with SD Worx tool (payroll) is a plus 

 You have an eye for detail, you are able to manage your time effectively and you have strong analytical skills. 
You possess strong interpersonal and communication skills and you are able to maintain confidential 
information.  

3 Extra-information 

Email:    jobs@softkinetic.com 

Address:   SoftKinetic  
11 Boulevard de la Plaine,  
1050 Brussels, Belgium. 
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