
 

 

 

Recruitment Officer, People@Idox 

Idox India 

Pune, Maharashtra (Office based) 

 

About the role 

With the success of our specialist Development and Testing activities based in our Pune office and ambitious 

growth plans to expand our Indian hub in the next 18 to 24 months, we are hiring a Recruitment Officer to 
help us develop our functions in Pune and take responsibility for hiring local talent. 

 
Reporting to the Talent Acquisition Partner, the Recruitment Officer will be part of our Group level People team, 

working closely with HR colleague locally and overseas as part of a centralised, Group function.  

 
As a Recruitment Officer, you will take responsibility for the effective management of recruitment campaigns, and 

for giving candidates a positive experience of Idox. You’ll be liaising daily with the Talent Acquisition Partner, 
collaborating with the hiring managers, advancing recruitment campaigns and providing advice, guidance and 

support to the hiring managers. Your role will be important, understanding and servicing resource requirements 

and encouraging the use of the talent we have in Idox India as well as being an ambassador for the People team 
across the group. 

 

This is a fantastic opportunity for a successful HR professional with end-to-end recruitment and ideally, talent 

acquisition experience, ideally gained in an international software, IT solutions and services, professional services 

or similar business when in growth. If you are a confident, self-starting individual who is well-networked and you 

can bring astute resourcing and recruitment skills to our team, we would like to hear from you. 

Idox will provide resources, mentoring and a competitive benefits package (including flexible working), designed 

to reward success as you achieve your own professional development goals and at the same time, support your 

well-being. 

 

Key responsibilities  

Reporting to the Talent Acquisition Partner, the Recruitment Officer will manage end-to-end recruitment 

processes for the company, working closely with Managers who have recruitment needs and mapping out 
resourcing strategies for vacancies. You will be responsible for seeing through recruitment assignments as part of 

our planned growth for Idox India, but will also work on projects for the UK and other locations.  

As part of our People team, you will be involved in other Group-wide initiatives related to HR, recruitment, 

resourcing, strategy and planning and related administration.  

Your responsibilities will include: 

• Working in partnership with each hiring manager to fill our vacancies successfully, keeping the manager and 

the applicants fully updated throughout the recruitment process 

• Apply key sourcing methodologies and tools in order to attract talent in a cost effective way 

• Be part of the People team and support building the function to provide the best service to Idox 

• Completion of all administrative tasks associated with each vacancy, for example invitations to interview, 

Hiring manager round-ups, approvals processes and contract requests to the People team 

• Conduct interviews and other candidate qualifications and assessments necessary for each role 
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• Assist in setting up candidate pools for all speculative applications and candidates that may match our 
requirements for future vacancies; working with MS Outlook, SharePoint and other data sources as 

appropriate 

• Produce regular management information in relation to recruitment and keep Talent Acquisition Partner up to 

date and alert to progress and emergent challenges 

• Keep recruitment costs under budget and continually seek ways to improve speed and/or reduce costs 

• Uphold Employment and related labour laws and keep abreast of changes 

• Manage records and audit trails, keeping to Idox Information Security policies and protocols. 

 

To be successful, you’ll need to bring: 

• An extensive knowledge of recruitment markets and use of online resources in attracting talent 

• Ability to form talent attraction strategies across range of technical disciplines and professional support 

functions  

• Ability to resource directly through LinkedIn, social media and online aggregators and job boards 

• Ability to track resourcing data, delivering management information with clarity and accurate reporting 

• Ideally a combination of in-house and agency experience, gained in a fast-paced environment 

• High service standards with outstanding organisational skills.  

Additional desirable qualities: 

• A working understanding of IT and software roles and terms 

• Experience in the use of ATS, CRM or ERP systems 

• Good knowledge of local India regulations and associated processes related to hiring and staffing 

• Experience of working closely with a UK, European or US IT services business. 
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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 500 staff in the UK and worldwide, including Europe, North America and Asia, so some travel 
to meet colleagues may be required.   

 

Our Values     

 

Our Culture  

We are ambitious in working together to promote a more inclusive environment, which attracts all candidates and 

signals our commitment to celebrate and promote diversity. Idox is a company where we can all be ourselves and 
succeed on merit, where we respect all our employees, customers and communities in which we live, work and 
are a part of.  

We recruit and reward employees based on capability and performance – regardless of race, gender, sexual 

orientation, gender identity or expression, lifestyle, age, educational background, national origin, religion or 
physical ability. Each office location worldwide, is free to respond to local needs to create a culturally sensitive 

workplace for everyone.  In doing so, we want every employee to feel our commitment to showing respect for all 
and encouraging open collaboration and communication. 
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Our Benefits 

 

How to apply 

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

Please note successful applicants will need to satisfy the necessary background verification as a 
standard part of hiring process. This is in order to help us make safer recruitment decisions and 
prevent unsuitable people from working with access to personal and sensitive data. 

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 

 
 
 
 
 

 

 
 


