[Company Logo]   [Company Name]
JOB DESCRIPTION – HR GENERALIST
	Job Title:
	HR Generalist

	Department:
	Human Resources

	Reports To:
	HR Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	3–6 years across multiple HR functions

	Job Code:
	[Reference Number]



About [Company Name]
[Company Name] is [one-line description of your business, products/services and team size]. Office address: [Company Address].
Job Summary
The HR Generalist will manage the complete employee lifecycle for [Company Name] at [Work Location], balancing hiring, onboarding, compliance, engagement, performance and exit processes as a hands-on HR partner to managers and employees.
Key Responsibilities
1. Manage end-to-end recruitment for staff-level roles
1. Run onboarding and induction, including statutory registrations
1. Coordinate monthly payroll inputs, reimbursements and statutory deductions
1. Maintain compliance registers and liaise with consultants for returns
1. Implement performance review cycles and track goal setting
1. Address employee grievances and conduct preliminary investigations
1. Plan training calendars and track attendance
1. Run engagement activities and pulse surveys
1. Manage exits, exit interviews and full and final inputs
1. Prepare monthly HR MIS on headcount, attrition and hiring
Required Skills
1. Broad HR process knowledge
1. Working knowledge of labour laws and statutory compliance
1. Employee counselling and conflict resolution
1. Excel and HRMS
1. Multitasking and prioritisation
Qualifications & Experience
1. MBA / PGDM (HR) or equivalent
1. 3–6 years in HR with exposure to multiple functions
Preferred Skills (Good to Have)
1. Experience in a manufacturing or multi-location set-up
1. Training facilitation
1. HR analytics
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Positions closed
	[Number] per month
	Monthly

	Exit interview coverage
	100% of resignations
	Monthly

	Training hours per employee
	[Number] hours/year
	Quarterly

	Grievances closed
	Within [Number] days
	Monthly



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Final offer will show the fixed and variable split and approximate in-hand salary.
Benefits
1. Provident Fund (EPF) and ESI as applicable, gratuity as per law
1. [Number] days of paid leave plus public holidays as per company policy
1. [Health insurance / group mediclaim cover]
1. Travel allowance for site visits
How to Apply
Apply with your CV and a short list of HR areas you have independently handled. Send your application to [HR Email] with the subject line "Application – HR Generalist – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].
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