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This	document	appears	to	be	a	job	description	for	an	HR
Generalist/Executive	position	at	Head	Field	Solutions	Pvt.	Ltd.	It
outlines	the	company's	profile,	job	responsibilities,	required	skills,	and
associated	benefits	for	the	position.

Key	Clauses	or	Issues	Identified:

1.	 Job	Responsibilities:	Detailed	functions	include	tasks	related	to
compliance,	employee	verification,	talent	management,	and
disciplinary	meetings.

2.	 Required	Skills/Abilities:	Lists	necessary	competencies	such	as
communication,	conflict	resolution,	and	organizational	skills.

3.	 Education	and	Experience:	Specifies	the	need	for	a	Bachelor’s	degree
in	HR	or	related	fields.

Missing	or	Risky	Elements:

-	At-Will	Employment	Disclaimer:	There	is	no	mention	of	the	employment	being
at-will,	which	could	help	clarify	termination	policies.

Performance	Metrics:	The	document	does	not	outline	specific
performance	metrics	or	KPIs,	which	can	lead	to	confusion	about
expectations.

Ambiguous	or	Weak	Language:

The	phrase	"performs	routine	tasks"	is	vague	and	could	benefit	from
more	specificity	regarding	what	"routine	tasks"	entail.
"May	oversee	the	scheduling"	is	ambiguous	and	could	create
uncertainty	about	the	level	of	authority	and	responsibility.

Suggestions	for	Improvement:

1.	 Clarify	Job	Duties:	Provide	detailed	examples	of	"routine	tasks"	to
delineate	the	scope	of	responsibilities	clearly.

2.	 Add	Performance	Criteria:	Include	specific	criteria	or	examples	for



performance	evaluations	to	guide	expectations.

Disadvantaged	Party:

The	Employer	may	be	disadvantaged	due	to	the	lack	of	clearly	defined
responsibilities	and	performance	criteria,	which	could	complicate	performance
evaluations	and	disciplinary	actions.

Overall	Risk	Score:

Low	—	The	primary	issues	relate	to	clarity	and	completeness,	which	can	be
improved	with	minor	adjustments.

Final	Recommendations:

-	Incorporate	a	standard	at-will	employment	clause	to	protect	from	potential
legal	disputes.

Clearly	define	and	include	any	omitted	responsibilities	or	expectations
for	the	role.
Clarify	ambiguous	language	to	improve	understanding	and
expectations	for	the	role.
Consider	including	performance	metrics	to	ensure	both	parties	have	a
mutual	understanding	of	job	expectations.
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This	document	outlines	a	job	description	for	an	HR
Generalist/Executive	role	at	Head	Field	Solutions	Pvt.	Ltd.	The	position
entails	managing	daily	HR	department	functions,	including
compliance,	orientation,	disciplinary	actions,	and	employee
engagement,	with	specific	emphasis	on	maintaining	compliance	with
employment	laws	and	regulations.

Key	Clauses	or	Issues	Identified:

1.	 Position	Summary:	Clearly	defines	the	responsibilities	and	core
functions	of	the	HR	Generalist/Executive	role,	emphasizing	operational
HR	duties.

2.	 Required	Skills/Abilities	and	Education:	Lists	necessary	skills	and
qualifications,	such	as	communication	skills,	conflict	resolution,
knowledge	of	employment	laws,	and	proficiency	in	HRIS.

3.	 Benefits	Package:	Describes	employee	benefits,	including	fixed	work
hours,	weekends	off,	transportation,	and	meals,	highlighting	a
supportive	work	environment.

Missing	or	Risky	Elements:

Probation	Period	Details:	The	document	does	not	mention	any
probationary	period	clauses	which	are	typical	in	employment
agreements	for	assessment	of	fit.
Termination	Clause:	Lacks	details	about	the	process	and	notice	period
required	for	terminating	the	employment,	both	by	the	employer	and
employee.

Ambiguous	or	Weak	Language:

The	phrase	"performs	other	duties	as	assigned"	is	vague	and	does	not
specify	boundaries,	which	may	lead	to	expanded	responsibilities
without	clear	limitations.



Suggestions	for	Improvement:

1.	 Include	a	Termination	Clause:	Clearly	outline	the	protocols	for
termination,	including	notice	periods	and	conditions	under	which
termination	may	occur.

2.	 Define	Probationary	Period:	Specify	whether	there	is	an	initial
probationary	period	for	new	hires,	including	its	duration	and
evaluation	criteria.

Disadvantaged	Party:

The	employee	may	be	disadvantaged	due	to	the	absence	of	clear	terms
regarding	probation	and	termination,	which	can	lead	to	uncertainty	in	job
security	and	expectations.

Overall	Risk	Score:

Moderate	—	There	are	clear	descriptions	of	job	responsibilities	and	benefits,	but
the	absence	of	clauses	on	termination	and	probation	could	pose	risks	related	to
employment	stability	and	clarity.

Final	Recommendations:

-	Consider	including	a	confidentiality	or	non-disclosure	agreement	as	part	of	the
employment	terms.

Clarify	ambiguous	duties	by	defining	the	scope	and	limits	of	"other
duties	as	assigned."
Add	a	detailed	termination	and	probationary	period	clause	to	protect
both	employer	and	employee	interests.
Conduct	a	comprehensive	review	of	the	document	to	ensure
compliance	with	applicable	employment	laws	and	regulations.
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This	document	appears	to	be	a	job	description	for	the	position	of	"HR
Generalist/Executive"	at	Head	Field	Solutions	Pvt.	Ltd.,	a	company
engaged	in	outsourcing	services.	It	outlines	the	job's	location,
responsibilities,	required	skills,	education,	experience,	and	the
benefits	offered	by	the	company.

Key	Clauses	or	Issues	Identified:

1.	 Job	Summary:	The	HR	Generalist	will	manage	daily	functions	of	the	HR
department	such	as	interviewing,	administering	pay	and	benefits,	and
enforcing	company	policies.

2.	 Duties/Responsibilities:	Lists	comprehensive	HR	responsibilities
including	compliance	management,	performance	evaluation,	legal
compliance,	and	others.

3.	 Qualifications:	Requires	a	Bachelor's	degree	in	Human	Resources	or
related	field	with	specific	skills	such	as	communication,	negotiation,
and	organizational	skills.

4.	 Benefits:	Describes	company	benefits	including	corporate	culture,
salary	structure,	fixed	timings,	and	additional	perks	like	meals	and	cab
facilities.

Missing	or	Risky	Elements:

Termination	Clause	Details:	The	document	lacks	specifics	on
termination	procedures	or	criteria	beyond	participating	in	disciplinary
meetings.	This	may	pose	a	risk	for	the	employee	in	understanding	job
security.
Career	Advancement	Opportunities:	While	the	benefits	mention	career
paths,	there	are	no	concrete	details	on	how	performance	translates	to
promotions	or	raises.

Ambiguous	or	Weak	Language:

The	document	uses	terms	like	"may	oversee"	and	"may	assist,"	which



are	vague	and	do	not	clearly	define	the	employee’s	responsibilities	or
authority.

Suggestions	for	Improvement:

1.	 Provide	Clear	Termination	Procedures:	Outline	specific	conditions	and
procedures	for	employment	termination	to	provide	more	transparency
and	protection	to	employees.

2.	 Detail	Career	Progression	Pathways:	Include	information	on	how
employees	can	advance	their	careers	within	the	company,	such	as
through	performance	reviews	or	tenure.

Disadvantaged	Party:

Prospective	Employee	—	Due	to	the	vagueness	in	authority	definition,
termination	procedures,	and	unspecified	career	advancement	criteria.

Overall	Risk	Score:

Moderate	—	The	job	description	provides	a	comprehensive	overview	of	tasks
and	skills	but	lacks	clarity	on	job	security	and	advancement,	which	can	create
uncertainty	for	potential	candidates.

Final	Recommendations:

Clarify	management	authority	and	responsibilities	for	the	HR
generalist	to	avoid	role	confusion.
Specify	termination	and	dispute	resolution	processes	to	safeguard
employee	interests.
Provide	detailed	information	on	career	advancement	opportunities	to
better	attract	and	retain	talent.
Consider	revising	the	language	to	be	more	decisive	regarding	what
the	HR	Generalist	will	be	required	to	handle.


