
 

 

HR Roles and Responsibilities PDF 
This PDF is designed for HR professionals, job seekers, business owners, and anyone 
preparing for HR interviews. It serves as a quick reference for understanding HR 
functions, creating job descriptions, or preparing for HR-related discussions. 

What is HR? 
HR Full Form: Human Resources 

HR Definition: Human Resources (HR) is a vital function in any organization, dedicated 
to managing people, processes, policies, and culture. HR is the department responsible 
for managing people, policies, processes, and the work culture within an organization. It 
ensures smooth hiring, training, performance management, compliance, and employee 
satisfaction. 

The HR department ensures that: 

• The right people are hired. 

• Employees are trained and developed. 

• Workplace policies are fair and transparent. 

• Payroll and compliance are handled accurately. 

• Employees remain engaged and supported. 

Primary HR Responsibilities 
1. Recruitment & Staffing 

HR is responsible for attracting, sourcing, and selecting the right talent. This includes:  

• Writing job descriptions that match role expectations. 

• Advertising vacancies on job boards, LinkedIn, and career sites. 

• Screening resumes and scheduling interviews. 

• Collaborating with managers to select suitable candidates. 

• Issuing offer letters and managing onboarding. 

Example: 
An HR recruiter posts a job opening for a sales executive, screens 100+ applications, 
coordinates interviews, and finalizes the offer process within 15 days to ensure 
business targets are met. 

2. Employee Onboarding 



 

 

Successful onboarding helps new hires settle quickly and feel welcomed.  

• Coordinating orientation sessions. 

• Providing access to necessary tools and documents. 

• Introducing employees to teams and company policies. 

• Guiding them through initial training. 

Example: 
HR may organize a “Welcome Week” for new joiners, including an office tour, team 
lunch, and training sessions to help them integrate smoothly. 

3. Payroll & Benefits Administration 

HR ensures that employees are paid correctly and on time. 

• Processing monthly salaries, bonuses, and deductions. 

• Managing employee benefits like health insurance, provident fund, and paid 
leaves. 

• Addressing salary-related queries. 

Example: 
An HR executive might process a salary correction for an employee who worked 
overtime but was initially unpaid for extra hours. 

4. Compliance Management 

HR is responsible for protecting the company from legal risks. 

• Ensuring compliance with labor laws (minimum wage, working hours, safety 
norms). 

• Managing statutory filings and audits. 

• Handling employee contracts and workplace policies. 

Example: 
HR updates the company leave policy to comply with new government maternity leave 
rules. 

5. Performance Management 

HR develops systems to measure employee performance and growth. 

• Conducting performance appraisals. 

• Setting employee KPIs and goals. 



 

 

• Managing performance improvement plans. 

• Rewarding top performers. 

Example: 
HR may introduce a quarterly review system and track sales targets to identify 
employees for incentives or promotions. 

6. Training & Development 

HR plays a key role in building employee skills and future leaders. 

• Identifying training needs. 

• Organizing soft skills, technical, or leadership programs. 

• Supporting career advancement through certifications or mentorship. 

Example: 
HR arranges an Excel training session for the finance team to improve reporting 
accuracy. 

7. Employee Engagement 

Engaged employees are more productive and loyal. 

• Running employee feedback surveys. 

• Organizing team-building activities, recognition programs, and wellness 
initiatives. 

• Addressing grievances quickly. 

Example: 
HR may host a monthly “Employee Appreciation Day” to recognize top performers and 
improve morale. 

8. HR Policy Implementation & Culture Building 

HR ensures fairness and inclusivity through clear policies. 

• Drafting and updating workplace policies (leave, remote work, diversity, code of 
conduct). 

• Promoting a positive company culture. 

Example: 
HR can develop anti-harassment policies and run annual diversity training sessions to 
foster an inclusive environment. 



 

 

Key HR Roles in an Organization 

HR Role Primary Focus 

HR Executive Day-to-day HR tasks and employee support 

HR Recruiter Talent sourcing and recruitment 

HR Generalist All-round HR management 

HR Business Partner Strategic HR alignment with business goals 

HR Manager Leading the HR department and policy creation 

HR Admin Administrative and clerical HR support 

HR Operations Process efficiency and HR systems management 

HR Executive 

Primary Focus: Day-to-day HR tasks and employee support 

An HR Executive is responsible for supporting the routine functions of the HR 
department. They handle administrative tasks, maintain employee records, assist in 
recruitment, and help ensure that HR policies are consistently applied across the 
organization. They are often the first point of contact for employee queries and 
concerns. 

Key Responsibilities: 

• Assisting in recruitment and onboarding processes 

• Maintaining employee data and documentation 

• Supporting employee engagement activities 

• Responding to HR-related queries and concerns 

HR Recruiter 

Primary Focus: Talent sourcing and recruitment 

An HR Recruiter focuses on attracting and hiring the best talent to meet the company’s 
workforce needs. They manage the entire recruitment process, from posting job 
openings to finalizing offers and onboarding. They work closely with hiring managers to 
understand the skill requirements and find candidates who align with the company’s 
culture and goals. 

Key Responsibilities: 



 

 

• Drafting and publishing job advertisements 

• Sourcing candidates through job portals, social media, and referrals 

• Screening resumes and conducting initial interviews 

• Coordinating the selection and offer process 

HR Generalist 

Primary Focus: All-round HR management 

An HR Generalist is a multi-skilled professional who handles a broad range of HR 
responsibilities. They are involved in almost every aspect of HR, including recruitment, 
payroll, employee relations, compliance, and performance management. HR 
Generalists ensure that HR operations run smoothly and support both employees and 
management. 

Key Responsibilities: 

• Managing the employee lifecycle (hiring to exit) 

• Handling payroll and benefits administration 

• Resolving employee grievances 

• Supporting training and performance management initiatives 

HR Business Partner (HRBP) 

Primary Focus: Strategic HR alignment with business goals 

An HR Business Partner (HRBP) works closely with senior management to align HR 
strategies with business objectives. Unlike operational HR roles, HRBPs focus on 
workforce planning, organizational development, talent management, and driving 
strategic change. They help the business grow by ensuring the right people and 
capabilities are in place. 

Key Responsibilities: 

• Advising leadership on talent strategy 

• Driving organizational development initiatives 

• Supporting change management 

• Partnering with business units to improve workforce performance 

HR Manager 

Primary Focus: Leading the HR department and policy creation 



 

 

An HR Manager oversees the entire HR function and is responsible for building HR 
policies, managing HR teams, and ensuring smooth HR operations. They are the 
decision-makers on HR processes, employee relations, and compliance issues. HR 
Managers also play a key role in shaping the organization’s work culture. 

Key Responsibilities: 

• Designing and implementing HR policies and procedures 

• Leading recruitment, performance management, and training efforts 

• Managing employee relations and addressing escalations 

• Ensuring regulatory compliance across HR functions 

HR Admin (Human Resources Administrator) 

Primary Focus: Administrative and clerical HR support 

An HR Admin focuses on the backend administrative work that keeps HR operations 
running efficiently. They handle employee records, prepare HR reports, manage 
attendance data, and provide logistical support for HR activities. They ensure that 
employee information is accurately recorded and that HR documentation is complete. 

Key Responsibilities: 

• Maintaining HR records, databases, and files 

• Supporting payroll processing and leave management 

• Preparing HR letters, reports, and employee correspondence 

• Assisting with HR event coordination and logistics 

HR Operations 

Primary Focus: Process efficiency and HR systems management 

The HR Operations role focuses on optimizing HR processes, systems, and tools to 
improve efficiency. They manage HR technology platforms, handle data analytics, and 
ensure smooth payroll and benefits processing. HR Operations professionals help the 
HR department scale and function effectively by building seamless workflows and 
improving HR service delivery. 

Key Responsibilities: 

• Managing HR software (HRIS, payroll systems, etc.) 

• Streamlining HR processes and automating workflows 

• Handling payroll, compliance reporting, and HR data accuracy 



 

 

• Providing process support for HR teams across locations 

Sample HR Job Descriptions 

HR Executive – Sample Job Description 

Job Title: HR Executive 
Department: Human Resources 
Reporting To: HR Manager 
Location: [Insert Location] 

Job Purpose 

To support day-to-day HR operations, employee records management, recruitment 
assistance, and HR policy execution. 

Key Responsibilities 

• Assist in the recruitment process including scheduling interviews and 
coordinating with hiring managers. 

• Maintain and update employee records, HRIS systems, and documentation. 

• Support payroll and leave management processes. 

• Assist in employee onboarding and orientation programs. 

• Help organize employee engagement activities and training sessions. 

• Address employee queries regarding HR policies, benefits, and procedures. 

Required Skills and Qualifications 

• Bachelor’s degree in Human Resources, Business Administration, or related 
field. 

• Strong communication and organizational skills. 

• Proficiency in MS Office and HR software. 

• Attention to detail and ability to multitask. 

HR Recruiter – Sample Job Description 

Job Title: HR Recruiter 
Department: Human Resources 
Reporting To: Recruitment Manager / HR Manager 
Location: [Insert Location] 

Job Purpose 



 

 

To manage end-to-end recruitment, ensuring timely hiring of qualified candidates to 
meet organizational staffing needs. 

Key Responsibilities 

• Develop and publish job postings on various platforms. 

• Source candidates through job portals, social media, and networking. 

• Screen resumes, conduct preliminary interviews, and shortlist candidates.  

• Coordinate interview schedules and manage candidate communications. 

• Prepare offer letters and support onboarding processes. 

• Maintain recruitment databases and track hiring metrics. 

Required Skills and Qualifications 

• Bachelor’s degree in Human Resources or related discipline. 

• 1-3 years of experience in recruitment. 

• Strong sourcing and candidate assessment skills. 

• Familiarity with ATS and HR recruitment tools. 

HR Generalist – Sample Job Description 

Job Title: HR Generalist 
Department: Human Resources 
Reporting To: HR Manager / Head of HR 
Location: [Insert Location] 

Job Purpose 

To manage multiple HR functions including recruitment, payroll, employee relations, 
compliance, and employee engagement. 

Key Responsibilities 

• Oversee employee onboarding, offboarding, and lifecycle management. 

• Manage payroll processing and employee benefits administration. 

• Handle employee relations, grievance redressal, and conflict resolution. 

• Ensure compliance with labor laws and internal HR policies. 

• Support performance appraisal processes and training initiatives. 

• Coordinate employee engagement programs and HR reporting. 

Required Skills and Qualifications 



 

 

• Bachelor’s or Master’s degree in HR or Business Administration. 

• 2-4 years of HR generalist experience. 

• Strong knowledge of labor laws, HR processes, and payroll systems. 

• Excellent interpersonal and multitasking skills. 

HR Business Partner (HRBP) – Sample Job Description 

Job Title: HR Business Partner 
Department: Human Resources 
Reporting To: Head of HR / Business Head 
Location: [Insert Location] 

Job Purpose 

To act as a strategic partner to business units, aligning HR practices with business 
objectives to drive performance and growth. 

Key Responsibilities 

• Partner with business leaders to understand workforce needs and talent 
strategy. 

• Lead succession planning, talent management, and leadership development 
initiatives. 

• Drive organizational development and employee engagement programs. 

• Provide HR advisory support on change management and restructuring. 

• Support performance management processes and HR policy alignment. 

Required Skills and Qualifications 

• MBA / PGDM in Human Resources. 

• 4-6 years of experience in HRBP or strategic HR roles. 

• Strong business acumen and problem-solving skills. 

• Excellent communication, negotiation, and leadership capabilities. 

HR Manager – Sample Job Description 

Job Title: HR Manager 
Department: Human Resources 
Reporting To: Business Head / Head of HR 
Location: [Insert Location] 

Job Purpose 



 

 

To lead the HR department, design HR strategies, and manage all core HR functions 
including recruitment, compliance, employee relations, and policy development. 

Key Responsibilities 

• Lead recruitment, performance management, training, and employee 
engagement initiatives. 

• Develop and implement HR policies and processes in line with company 
objectives. 

• Ensure compliance with labor laws, tax regulations, and workplace safety 
standards. 

• Handle complex employee relations cases and conflict management. 

• Provide HR reporting and analytics to leadership for decision-making. 

Required Skills and Qualifications 

• Master’s degree in HR or Business Administration. 

• 5-7 years of HR management experience. 

• In-depth knowledge of HR best practices and labor legislation. 

• Strong leadership, communication, and project management skills. 

HR Admin – Sample Job Description 

Job Title: HR Admin 
Department: Human Resources 
Reporting To: HR Executive / HR Manager 
Location: [Insert Location] 

Job Purpose 

To provide administrative and clerical support for HR processes, documentation, and 
reporting. 

Key Responsibilities 

• Maintain and update employee records, HR files, and HRIS databases. 

• Support payroll, attendance tracking, and leave management. 

• Prepare HR letters, employment contracts, and reports. 

• Assist in organizing HR events and training sessions. 

• Provide general administrative support to the HR team. 



 

 

Required Skills and Qualifications 

• Graduate in any discipline (preferably in HR or administration). 

• Strong organizational and record-keeping skills. 

• Proficiency in MS Office and HR systems. 

• Good communication and time management abilities. 

HR Operations – Sample Job Description 

Job Title: HR Operations Specialist 
Department: Human Resources 
Reporting To: HR Manager / Head of HR 
Location: [Insert Location] 

Job Purpose 

To manage HR systems, processes, and reporting to ensure smooth and efficient HR 
operations. 

Key Responsibilities 

• Manage HR software (HRIS, payroll systems, attendance management tools).  

• Ensure accurate payroll processing, benefits administration, and HR 
compliance. 

• Streamline HR workflows, data management, and reporting structures. 

• Prepare HR dashboards and reports for management. 

• Support audits and ensure HR process documentation is up-to-date. 

Required Skills and Qualifications 

• Bachelor’s degree in HR, IT, or Business Administration. 

• 2-4 years of HR operations or HR systems experience. 

• Strong analytical and process optimization skills. 

• Familiarity with HR software, dashboards, and data management tools. 
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