	

	

	JOB DESCRIPTION

	Position
	HR & Admin Assistant

	Location
	Jaipur

	No of Position
	1

	Major Accountabilities(A detailed description required)
	The candidate should be responsible for HR and Administration related activities.

The major responsibilities include:

· Recruitment related activities such inviting applications from various sources, screening of profiles, arranging interviews, joining formalities etc. 

· HR Operation activities related to employee’s life cycle such as confirmation, appraisals, transfers, separations etc. 

· Maintaining attendance and leave records of employees. 
· Maintaining Employees personal file records.
· Maintaining / Updating Employees Master data in SAP HR Module.
· Other administrative support to the employees in travel arrangement.
· Any other HR/ Administration related work assigned from time to time.

	Candidate Profile
	The candidate should be first class Graduate in any discipline and post-graduate in HR Management. The candidate should have 1-2 years of relevant work experience in HR and Administration related activities. The age should not be more than 28 years.

	Education
	UG:          Any Graduate
PG:         MBA 

	Experience
	No of years: 

Minimum : 01 years                        Maximum: 02years

	Age
	Minimum : -                        Maximum:  28  years

	Approx CTC (per Annum)
	Rs. 5.00 to7.00 Lacs.(Remuneration would commensurate with qualification and experience)

	Other Information
	Please provide CVs of candidates fulfilling following requirements.
· Good academic record

· Excellent written and Verbal communication skills

· Proficiency in M S Office

· Relevant working experience in providing administrative support




