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Human Resources Executive
Role Summary
The Human Resources Executive will support the day-to-day HR activities of SEARCH, including recruitment, onboarding, employee records, training coordination, employee engagement, and HR administration. The role requires close coordination with different departments to ensure smooth HR operations and a positive employee experience. The role will report to HR Manager.  

Key Responsibilities
· Support recruitment by posting vacancies, screening applications, scheduling interviews, and coordinating with candidates. 
· Establish a standardized hiring and recruitment practice which includes creating a Recruitment Data Base Management System and leading the hiring process of the organization to ensure hiring of quality professionals who would stay for a long term.
· Manage joining formalities, induction, and onboarding of new employees. 
· Maintain employee records and update the HRMS. 
· Coordinate attendance, leave records, and HR documentation. 
· Assist in the annual performance appraisal and probation review process. 
· Coordinate staff training programmes and maintain training records. 
· Organize employee engagement activities, celebrations, and staff welfare initiatives. 
· Prepare HR reports, recruitment trackers, and monthly MIS. 
· Support payroll inputs and employee benefits documentation. 
· Ensure HR policies and procedures are followed. 
· Organizing various activities, cultural events and interactive sessions that can help nurture the professionals of SEARCH.
· Perform other HR and administrative responsibilities assigned from time to time. 

Qualifications
· MBA (HR), MSW (HR), or Master's degree in Human Resource Management or a related field. 
· Candidates with a Bachelor's degree and relevant HR experience will also be considered. 

Experience
· 3–5 years of experience in Human Resources. 
· Experience in recruitment and HR operations will be preferred. 
Skills
· Good communication and interpersonal skills. 
· Strong organizational and coordination abilities. 
· Proficiency in MS Office and any  HRMS software. 
· Ability to maintain confidentiality and work in a team. 
· Willingness to learn and take ownership of assigned responsibilities. 

Preferred Candidate Profile
· Marathi-speaking and candidate from Vidarbha region are preferred. 
· Willing to relocate and work from Shodhgram, Gadchiroli. 
· Passionate about working in the development sector and contributing to community health. 
· Adaptable to rural living and committed to learning and growing with the organisation. 

Salary: As per qualifications and experience of the candidate. 
Accommodation: Will be provided in the campus as per need (single or family). 
Leave: 16 days summer vacation + 7 days Diwali vacation + 7 casual leaves + 12 public holidays in a year.  
Note: The probation period in SEARCH is one year.

Send applications to: hr@searchforhealth.ngo with subject line  ‘for the post of Human Resource Executive ‘in the subject line of email. 

Visit our website at: http://www.searchforhealth.ngo
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