[Company Logo]   [Company Name]
JOB DESCRIPTION – RECRUITER
	Job Title:
	Recruiter

	Department:
	Human Resources – Talent Acquisition

	Reports To:
	Talent Acquisition Lead / HR Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	1–5 years in recruitment

	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 Recruiter will manage end-to-end hiring for [Function / Role Types] at [Company Name], building candidate pipelines, screening for fit, coordinating interviews and closing offers within agreed timelines.
Key Responsibilities
1. Understand job requirements through intake calls with hiring managers
1. Source candidates through job portals, LinkedIn, referrals and databases
1. Screen CVs and conduct telephonic screening for skills, notice period and CTC
1. Schedule and coordinate interviews and share feedback promptly
1. Maintain the applicant tracking system with accurate status updates
1. Negotiate CTC and joining dates within approved budgets
1. Follow up with selected candidates through the notice period to reduce dropouts
1. Run walk-in drives and campus hiring when required
1. Share weekly hiring status reports
1. Build talent pools for recurring roles
Required Skills
1. Boolean and portal search skills
1. Telephonic screening and assessment
1. Offer negotiation
1. ATS and Excel tracking
1. Persistent and organised follow-up
Qualifications & Experience
1. Graduate in any discipline; MBA (HR) preferred
1. 1–5 years of recruitment experience
Preferred Skills (Good to Have)
1. Experience in [IT / Non-IT / Blue-collar] hiring
1. Employer branding on social media
1. Campus hiring exposure
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Positions closed
	[Number] per month
	Monthly

	Average time to fill
	Within [Number] days
	Monthly

	Offer-to-joining ratio
	[Percentage]%
	Monthly

	Hiring manager satisfaction
	[Score] out of 5
	Quarterly



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. Closure incentives as per policy
How to Apply
Share your CV with your average monthly closures and the role types you have hired for. Send your application to [HR Email] with the subject line "Application – Recruiter – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].

	______________________________
Prepared by
[HR Name]
Human Resources
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Human Resources – Talent Acquisition
Date: [Date]
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