RS)) GROUP

BELIEVE IN US

JOB DESCRIPTION

ROLE: Recruitment Executive

SALARY AND BENEFITS: Negotiable

REPORTSTO: Talent Acquisition Manager

LOCATION: Vadodara

JOB TIMING: 1:00pm to 10:00pm IST & 2:00pm to 11:00pm IST dgnminter

Due to the company’s expansion we are now lookardgRfecruitment Executive. This role involves sciegn
recruitment, selection and document verification.

PRIMARY RESPONSIBILITIES:
+ Develop and execute recruitment plans.
« Prepare Job Descriptions and advertising on jokafsor
« Network through contacts, references, industry gspaolleges and employees.
« Short-listing suitable candidates.
+ Pre-screening potential candidates.
« Benchmarking roles in the market.
« Arranging and conducting interviews.
« Maintain Recruitment MIS.

SECONDARY RESPONSIBILITIES:

- Efficient to fill open positions in set timeline.

+ Research and recommend new sources for activeamsivp candidate recruitment.

« Job posting internally, with professional organimas and in other appropriate venues as per
requirement.

+ Utilize the Intranet for recruitment.

« Locate and document where to find ideal candidates.

« Create contacts within industries and institutions.

« Maintain regular contact with possible future caladies.

+ Review applicants to evaluate if they meet thetmosrequirements.

« Perform reference and background checks for patlesrinployees.

« Assist in interviewing and selecting employees @nand outside.

« Assist in preparing and sending offer letters flested candidates.

« Plan, organize, and assist with induction prograrfon¢ghe new joiner.

« Complete the joining formalities i.e. collect treguired documents, creation of login id etc.

- Employee Engagement Activities: Distribute goodhets card on relevant occasions and take active
participation in company sponsored events.

ESSENTIAL EXPERIENCE, SKILLSAND ABILITIES:
» 3-5 years of recruitment experience (IT recruitmegerience will be an added advantage).
* Bachelor / Master degree with HR specialisation.
» Advanced computer skills.
» Outstanding oral and written communication skills.
» Strong organisational skills are essential to gtevtimely administration of various duties.
» Prefer high analytical ability to sort and appljoimation.
» Adaptable to change.



