[bookmark: _GoBack]Job Title: HR Executive
Department: Human Resources
Qualification: MBA in HR / MHRM
Experience: 2-4YRS
Location: Corporate office
Roles & Responsibilities
1. Recruitment & On boarding
· Coordinate with recruitment teams and consultancies for candidate sourcing.
· Source candidates through Naukri, LinkedIn, job portals, and other platforms.
· Schedule interviews with HODs and maintain interview records.
· Support salary negotiations, document verification, and offer letter issuance.
· Coordinate employee joining, on boarding, and induction programs.
2. Time Office & Attendance Management
· Maintain daily attendance, shift schedules, leave, overtime, and biometric records.
· Monitor absenteeism, late coming, and attendance-related issues.
· Maintain attendance, leave records for corporate, and plant employees.
3. Employee Records & HR Operations
· Maintain employee personal files and joining, confirmation, transfer, and exit records.
· Update employee details in HRMS, ERP, ATS, and other HR systems.
· Support employee exit formalities and clearance processes.
4. Payroll & Statutory Compliance
· Support monthly payroll processing and attendance inputs.
· Handle UAN registration under EPFO and employee registration under ESI.
· Maintain statutory registers and support statutory return filings.
· Maintain contract labour documentation and CLRA records.
· Assist in the preparation of gratuity and GPA reports.
5. HR Policy & Employee Relations
· Implement HR policies and procedures.
· Handle employee grievances related to attendance, leave, and HR operations.
· Support disciplinary actions, notices, and follow-up activities.
· Coordinate with employees, contractors, and department heads.
6. Training, Safety & POSH
· Conduct employee induction and coordinate mandatory training programs.
· Coordinate safety training, mock drills, and OHS awareness programs.
· Support POSH and Safety Committee meetings and maintain related documentation.
7. MIS & Reporting
· Prepare daily, weekly, and monthly HR reports.
· Maintain MIS reports related to manpower, attendance, absenteeism, recruitment, and training.
· Coordinate with unit HR teams for HRMS and onboarding activities.
· Support statutory inspections, audits, and HR documentation requirements.
Required Skills
· Good communication and coordination skills.
· Knowledge of recruitment, onboarding, attendance, payroll, and HR operations.
· Basic knowledge of EPFO, ESI, CLRA, and applicable labour laws.
· Working knowledge of MS Excel, HRMS, ERP, and recruitment portals.
· Good documentation, reporting, and employee-handling skills.

