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Job Description:

Job Title: HR & Admin Officer
Job Location: Bangalore
Qualification Criteria:

« Bachelor's or master's degree in HR, Business Admin, or related fields (MBA/MSW/PGDM preferred).
« 2-5years of experience in HR & Admin roles.
« Strong knowledge of labor laws & statutory compliance.

Roles & Responsibilities:

« Assist in the recruitment and selection process (job postings, screening resumes, scheduling interviews).
« Maintain and update employee records, attendance, leave, and payroll inputs.


https://www.careercross.com/company/detail-330232

« Coordinate employee onboarding, induction, and exit formalities.
« Supervise general office operations (stationery, housekeeping, vendor management).
« Support in organizing events, meetings, and employee welfare activities.

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.in/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.in/terms-of-use
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