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JOB DESCRIPTION
Terracon Ecotech Pvt. Ltd. is an ecology based environment solutions provider based in Mumbai. We are India’s first and only ecology based advisory and turnkey services Company, offering services to corporates, governments and civil society in the areas of ecology, sustainability and environment management, & natural resource management. 
We are looking for a passionate and enthusiastic candidate to fit in the role. 
Job Title: HR & Admin Manager

Educational Qualification: B.Com/M.Com, MBA in HR preferred

[bookmark: _GoBack]Experience:  3 – 5 Years

Job Duties & Responsibilities – 

HR Activities:

· Manpower Planning, Budgeting, Head Hunting, pre & post-recruitment process
· Formulating and implementing various HR Policies
· Complete process of payroll 
· Identifying, arranging & conducting various Training & Development Programs
· Conducting orientations to foster positive attitude towards Organizational objectives
· Arranging various activities frequently engaging employees
· Performance Assessment management of employees periodically for their Career growth
· Responsible for statutory compliance, records under various labor laws.
· Serve as a link between Management and employees in maintaining cordial relationship
· Monthly updating of the Leave records of all the Employees on the Biometric System. & following up for the Leave applications with the Employees.
· Issuing Offer Letters, Appointment Letters, Transfer Letters & Confirmation Letters. 
· Taking Exit-Interview and Issuing Reliving letters & full and final statement of existing employees
· Participating and Discussing with Management regarding the new policies.
· Maintaining the records of the employee by maintaining their personal files.

Admin Activities - 

· Supervise and manage all day-to-day office administrative activities.
· Vendor Management & Office Administration (Adequacy of Stationary / Provisions / Refreshments/adequacy of Sub Staff) Courier & Dispatch (Inward / Outward / Outstation) / also making record of Local maintaining.
· Co-ordination and maintenance of systems related to Housekeeping.
· Managing vendors and keeping track of cycle of all maintenance contracts
· Keeping records of Visiting Cards, Utility Payments, Printing of Stationary.
· Handling complete Facilities and infra-structure of office 
· Coordinating with Travel Agencies or website for Airlines & Railway bookings, Hotel bookings & Car arrangements for employees & guest.
· looking after day to day office activities
· Introducing & Maintaining Record Keeping

· Location: Mumbai , Santacruz West

· Salary: As per the standards (negotiable)

· Website:  www.terraconindia.com
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