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Company Name Qrologic Softech & Research Pvt. Ltd.

Company website https://qrologic.com/

Company profile Qrologic Softech And Research are the Best Information Technology
solutions in Jaipur. Our valuable, affordable, and best services for full
client satisfaction. Perfect plans with creative ideas always help to grow
your business and we have one of the best teams in technology solutions
companies. QRS is the combination of an expert team with an organized
plan for the Information Technology Solution.

Job designation HR Executive & Business Analyst

Job location JAIPUR

No of openings OPEN

Tentative Date of joining IMMEDIATE

Compensation 2.00 LPA/ Per annum In hand (Based on the skills)
“Open for deserving candidate salary is not a constraint”.

Job
Description/Responsibili

ties

Business Analyst:-
Answering phones and explaining the product and services offered
by the company.
Contacting existing customers as well as prospective customers
using scripts.
Obtaining customer information and other relevant data.
Asking questions to the customer and understanding their
specifications.
Resolving queries and issues related to the products and services.
Making recordings of all the sales phone calls and sales deals.
Taking and processing product orders in a professional manner.
Maintaining the database of customers on a regular basis.
Suggesting solutions based on customers’ needs and
requirements.

HR Executive:-

Working on the end-to-end HR functioning under the guidance of
senior HR.
Coordinating new hire orientation
Initiate and complete reference checks and Background
verification for new joiners
Collecting statutory documents like PAN, PF, and bank documents
Preparing employment letters
Administering surveys for new employees
Maintaining the HR dashboard including the joining and
resignation pipeline
Generate reports on HR processes
Work closely with management and employees to improve work
relationships, build morale and increase productivity and
retention.
Managing employee welfare
. Conducting regular meetings with the employees
. Identifying & scheduling training programs for skill development.
Support in data collation and preparation of reports
Monitor grievances and implement disciplinary policies and



procedures
Performs other related duties as assigned.

Education / Doc
required

MBA , BCA

Skill set required HR Executive:- Basic knowledge of all HR processes

Both designation :-
Professional certification in sales and marketing will be an advantage.
Great interpersonal skills.
Exceptional oral and written communication skills.
Strong organizational skills.
Ability to work in a team or individually as and when required.
Ability to manage and handle multiple tasks.
Outstanding problem-solving skills.
Exceptional attention to detail.
Hard-working individual.
Good time management abilities.
Strong decision-making skills.
Ability to work on tight deadlines.

Selection/Interview
process

VIRTUAL INTERVIEW AND TEST

Offer letter/Letter of
Intent

After The Document Process

Announcement of Result
Same day
Yes/No

After the process is complete.

Interview Date and
Timing

As per the registration.


