Job Description – HR/Administration
· Facility upkeep and maintenance
· Ensure that facility premises, garden area, shop floor area, office and common areas are kept clean at all times
· Monitoring checklist related to cleaning in washroom, gardening, and office area
· Maintain a database of local vendors for cleaning, leakage, electrical, mechanical maintenance of facility
· Address any leakage, hazard or breakdown issue promptly without affecting business productivity
· Ensure discipline and monitor performance of cleaning staff
· Monitoring compliance 
· Overtime compliance with labor laws
· [bookmark: _GoBack]Compliance to shop floor discipline, safety shoes, proper uniform
· No consumption of gutka, alcohol, cigarette or toxic substances allowed within premises
· Monitoring night shift discipline along with production department
· Record keeping
· Maintaining physical and digital personnel records like employment contracts and daily attendance record.
· Gather payroll data like working days, overtime etc. Verifying attendance of staff.
· Monitoring & maintain shop floor workers overtime record. 
· Employee related Services
· Coordinating periodic employee performance review
· Conducting exit interviews and recording employee feedback
· Preparing incentive letters in consultation with management
· Recruitment
· Liaise with employment agencies and local network for staff and operator requirement
· Approach ITI/Tool room/Diploma Engineering institutes for trainee and permanent employment programs
· Coordinate interviews with potential candidates by division heads and update feedback of interview
· Conduct background check and referral check on potential candidates
· Generate offer letter/appointment letter
· Maintain a log of candidate documentation
· Update internal databases with new hire information.
· New Hire Orientation
· Arrange Email ids, laptop, phone connection, seating for candidate 
· Assist new hires with orientation through local areas, lodgings, essentials
· Present candidate for permanent confirmation after securing feedback from direct reports and division head
· Report generation/Admin related
· Generate weekly / monthly overtime report & submit to Senior Management time to time.
· Prepare reports and presentations on HR-related metrics like total number of hires by department and wage cost
· Handling Admin Related petty cash expenses.
· Maintain the data of various material suppliers & agencies for stationery/housekeeping materials/ construction / electricals etc. 
