
 

“We believe together we can achieve excellence! “ 

 

One of India’s leading producers of fertilizers and industrial chemicals,  

   

We are transforming our business through focus on Collaboration beyond boundaries, Relentless 

Focus on Results, Innovation, and unflinching commitment to deliverables and promises. 

We are looking for individuals who enjoy working outside their comfort zone and are ready to accept 

challenges. We believe in achieving excellence in whatever we do. For this we provide a great degree 

of support through a combination of best of the systems & processes, employees’ capability building 

and their well-being. 

We also place a considerable weightage to individuals who are proactive & self-motivated and have 

good inter-personal & social skills and have the ability to work in teams. 

 

JOB DESCRIPTION 

 
Designation:  Officer  - HR & Admin                                 Function:  HR & Admin                       

  

Location: Srikakulam Unit            Sector:  Manufacturing 

 

Purpose of the Job:  

 

Overview/ Responsibilities:  As a Officer- HR & Admin , you will be expected to: 

Key Accountabilities for the position 

 

Major Tasks for the position 

 
Key Accountabilities. Monitor day today activities of the Plant Security 

Personnel and ensure proper surveillance in the plant. 

 

 Assisting to Unit Head – HR in Training, Statutory 

compliance under various Labour/Industrial enactments. 

 

 Day to day Administration of Canteen and Housekeeping 

and other activies as per Organization requirement. 

Assist Unit HR Head in Employee Engagement Activities. 

 Contract Labour  Management & their bill processing 
 
 
 



 

“We believe together we can achieve excellence! “ 

 

Educational Qualifications Total years of experience 

 

• MBA / MHRM  

 

Minimum 1 to 3yrs. of experience preferable in any 

Industrial Background. 

 

Technical /Functional Expertise:  

• Basic Knowledge of HR & Administration. 

• Knowledge of working. 

• Good communication skill. 

• Working in team 

• Good analytical and troubleshooting skill. 
 

 

 


