
 

 

 

HR Executive 
Group Corporate Services 

Pune  

  

 About the role 

The Idox group Human Resources team is recruiting an HR Executive for the provision of full HR operational 

support to Idox and all employees across the group. We are looking for a service-oriented administrator with skills 
in communication, data management and reporting.  

The Human Resources team operates with high standards of customer service to advise colleagues in a sensitive, 
timely and cost efficient manner. We have a progressive outlook, advancing projects in development of new HR 
initiatives and are at the heart of organisational change and performance improvement. 

We are looking for someone who is eager to learn. In particular, we would like you to already have had some 
experience in HR and/or recruitment and to be committed to advancing your career.   

Idox is headquartered in the UK with a portfolio of international interests. As part of the HR team, you will work 

with colleagues in leadership, sales, solution delivery and finance, as well as with close colleagues in our Group 
Corporate Services function.  

This is a fantastic opportunity to bring HR data administration skills and in return learn from colleagues with a 
wealth of experience in HR within Professional Services and Technology, who will support your career development 
with on-the-job training. 

You will be responsible for: 

HR Operations 

• Maintenance and tracking of employee data 

• Working closely with all business functions across Idox supporting mangers and colleagues 

• Coordination of key processes related to employee movements – recruitment support, joiners, leavers, transfers 

etc. 

• Supporting change – assisting review and upgrade of HR processes with senior colleagues 

• Support all aspects of HR and administrative tasks that facilitate the smooth running of the Pune office 

• Liaising with the Bureau in Pune to manage and support the payroll function 

• Developing and implementing new administrative system such as record management 

• Management of time and attendance. 

Employee Benefits 

• Point of contact for current information on company benefits 

• Ensuring completion of administration related to status changes for individuals. 

Recruitment Operations 

• Linking HR information flows on resignations, hiring approvals and start dates 
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• Assist with compliance routines – auditing HR and Recruitment folders against requirements and deletion 
schedules 

• Assist with finding efficiencies for HR team: production of recruitment reports, statistics as requested. 

To be successful, you’ll need to bring: 

• Professional experience handling Indian and UK employment matters, with discretion 

• Work experience as part of an HR team 

• An understanding of principles of good data management 

• Confident IT skills, especially with MS Office: Word, Excel, PowerPoint 

• A respect for business and colleagues’ confidentiality, as appropriate 

• The ability to build strong working relationships with colleagues at all levels 

• A strong, friendly but firm manner, able to represent Idox Group interests 

• Excellent command of English, written and spoken 

• Understanding and awareness of cultural differences and compliance 

• High level of accuracy and attention to detail 

• Ability to multitask, implementing change and improvements. 

Additional desirable qualities: 

• An interest in the basics of employment law 

• Experience of HR and/or other Enterprise Resource Planning systems (Agresso) 

• Good general knowledge of international business. 

 

About Idox: 

Our specialist software solutions power the performance of government and industry, driving productivity and a 

better experience for everyone. Built around the user and designed in collaboration with experts who have 
worked through every detail of every process from end-to-end, our hard-working process engines deliver 

exceptional functionality and embed workflows that drive efficiency and best practice with a long-term focus for 
regulated environments.  

Through the automation of tasks, the simplification of complex operations, finding scalability as operations evolve, 
and more effective management of information, we help our customers harness the power of Digital, so they can 
do more.  

We employ around 600 staff in the UK and worldwide, including Europe, North America and Asia, so some travel 
to meet colleagues may be required.   

The benefits: 

This post commands a competitive salary, dependent upon experience, along with an excellent benefits package. 

How to apply: 

Applicants should submit a CV, and a short cover letter (maximum 500 words - including salary expectation, and 
current remuneration) explaining why they feel they would be suited to this role to join.us@idoxgroup.com.  

Please note successful applicants will need to satisfy the BPSS guidelines (Baseline Personnel Security Standards) 

which consist of the receipt of satisfactory references covering the last 3 years of employment, an identity check, 
verification of eligibility to work in the UK and a Basic Disclosure Check. This is in order to help us make safer 
recruitment decisions. 
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Privacy notice 

As part of the recruitment process we will collect data about you in a variety of ways including the information 
you would normally include in a CV or a job application cover letter, or notes made by our recruiting officers 
during a recruitment interview.  

Please read our Recruitment Data Privacy Policy here: https://www.idoxgroup.com/policies 
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