
 

 

Manager, Human Resources 

Overall purpose 

To document and implement the Society's HR policy  

To ensure compliance with government rules and the Society's policies, and to ensure 
that there are no contradictions between the two 

To monitor appointments, confirmations, service conditions, assessment, and benefits 
for all staff. 

Age 

Above 35 years 

Educational Qualifications 

MA, MBA 

Experience 

At least 10 years in personnel management in the public or private sector 

Salary 

6 L - 12 L per annum depending on previous experience and suitability  

Knowledge and Skills 

 Knowledge of service rules and regulations 

 Knowledge of labour laws and minimum wages 

 Knowledge of leave rules 

 Knowledge of pay scales and fixations 

 Knowledge of rules related to EPF, ESI, TDS, Bonus, HRA, Gratuity and other 
employee benefits 

 Good communication skills in English and Hindi 

 Strong IT skills 

Personal Qualities 

 personal integrity and honesty 

 strong sense of justice and fair-play 

 ability to communicate clearly in English and Hindi 

 commitment to quality, and accuracy in performing tasks 

 methodical  
 

 



 

 

Functions and Duties 

The incumbent will be expected to: 

 work closely with the Society in developing and documenting an HR policy 

 maintain a database of all employees of the schools and Society 

 check monthly salary disbursements to all staff in all schools 

 check leave records, service books and service files in all the schools 

 keep track of staff on probation, and those about to retire and ensure that 

prescribed procedures are followed on time 

 ensure that personal files in the schools are complete and updated 

 examine all salary fixations and ensure that they are in line with the Society's 

policies 

 calculate fixations for promotions, and check all papers and fact sheets related to 
DPC meetings in all schools 

 plan motivational activities for all staff 

 plan informal and team-building activities 

 develop procedures and systems to assess employee performance  

 develop systems of reward and punishment 

 conduct and organize orientation  of new employees 

 conduct and organize orientation / training for new Principals 

 ensure institutional support to employees in times of crisis 

 develop policies for improving staff performance     

 develop the HR budget of the schools 

 oversee recruitment efforts 

 counsel employees 

 conduct exit interviews 
  

Working hours 

Working hours are usually from 8.30 a.m. to 4.30 p.m., but may include early starts or 
late finishes. At least two Saturdays in a month are working days.  Extra working may be 
necessary to meet deadlines. 

 

 


