
 

HR Officer – Focus on Recruitment & HR 
Administration 

Are you a true people person with a passion for talent? Do you get energized by 
finding the perfect match, while also contributing to flawless HR administration? If so, 
you might just be the colleague we are looking for! 

Voici la traduction en anglais du texte de présentation corporatif, rédigée dans un 
style fluide, professionnel et engageant pour une offre d'emploi internationale : 

About HomeServe Belgium 

HomeServe is a leading and well-established player in the home services sector. 
Specializing in home assistance, emergency repairs, maintenance, and the 
installation of home equipment, HomeServe simplifies the lives of its customers by 
offering fast and reliable solutions. 

Active in several countries, HomeServe has developed a robust network of qualified 
professionals in Belgium, guaranteeing high-quality interventions in the fields of 
plumbing, electricity, heating, air conditioning, and solar panels. 

Our mission is to be our customers' trusted partner, ensuring the comfort, safety, and 
sustainability of their homes. We are committed to delivering excellence in customer 
service, backed by a local network of experts and dedicated teams. By joining 
HomeServe Belgium, you will become part of a company that values professional 
expertise, innovation, and customer satisfaction, while actively contributing to 
improving the energy performance of residential housing. 

Your Role 

As an HR Officer, your absolute priority will be recruitment and selection. You will 
ensure that we attract and onboard the right talent. In addition, you will support our 
HR administration, ensuring everything runs smoothly and correctly behind the 
scenes. 

Your Responsibilities 

Recruitment & Selection (Main Focus) 

●​ Manage the end-to-end recruitment process (from intake to job offer). 
●​ Draft and publish engaging and attractive job descriptions. 

 



 

●​ Actively source candidates through various channels (LinkedIn, job boards, 
networking, social media). 

●​ Screen resumes and conduct selection interviews. 
●​ Follow up with candidates and ensure a high-quality candidate experience. 

HR Administration (Supporting Role) 

●​ Support the drafting of employment contracts and the setup of personnel files. 
●​ Manage and update HR documents and databases. 
●​ Assist with the onboarding and offboarding processes. 
●​ Support the tracking of absences, leave, and time registration. 
●​ Liaise with the payroll provider, in collaboration with the HR team. 
●​ Keep track of and update mandatory and required employee training. 

As a member of the HR team, you may also be involved in a variety of other 
HR-related projects, depending on the current needs of the department. 

Your Profile 

●​ Experience: Solid experience in recruitment is highly recommended. 
●​ Industry knowledge: Knowledge of the HVAC sector is considered a strong 

plus. 
●​ Languages: Strong communication skills in both Dutch and French. 
●​ Mindset: Proactive, result-oriented, and hands-on. 
●​ Skills: Highly structured and accurate in administrative tasks. 
●​ Traits: Discreet and trustworthy. 

What We Offer 

●​ A role with a strong focus on recruitment, allowing you to make a direct impact 
on the organization's growth. 

●​ Room for initiative and ownership. 
●​ An attractive salary package complemented by fringe benefits . 
●​ A dynamic and people-oriented work environment. 
●​ Flexibility and a strong commitment to work-life balance. 
●​ A permanent contract. 
●​ Opportunities to visit and travel to our various local branches. 

 

If you read this and think, 'That's completely me!', get in touch with us via email at 
jobs@homeserve.be or call us at 0471/45.41.17 - isabel Vanlerberghe 
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