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THE POST

College/Service:	PS Connect

Post:	Recruitment Coordinator

Reference No:	1396

Grade:	D

Reporting To:	Recruitment Manager


Job Description

Main purpose of the job:

To work in partnership with college and department recruiting managers taking lead responsibility for the day to day recruitment and administration of both new and replacement roles, supporting recruiting managers to attract and select the right person for every role.

To deliver an outstanding candidate and hiring manager experience.

Main duties and accountabilities:

To take responsibility for the end to end recruitment process ensuring that candidates and recruiting managers receive a standout service at all times and that all documentation and correspondence is accurate and presentable.
· Working closely with HRBPs and HRAs to anticipate upcoming recruitment
· Building strong relationships with regular recruiting managers and other key stakeholders (across all sites in Exeter and Cornwall)
· Creating new roles in iTrent and initiating recruitment through the approval system
· Supporting recruiting managers that are new to the process with guidance and expertise around process, roles and responsibilities and candidate experience
· Advising recruiting managers on sourcing options and ways to best attract the right candidates
· Reviewing ads sent through from recruiting managers ensuring that they are fit to attract the best candidates in the market
· Ensuring Resident Labour Market Test rules have been met where there could be an international candidate for the role
· Advertising of new roles, via online job boards and social media, utilising other sourcing methods where necessary
· Liaising with external providers at times including advertising and recruitment agencies
· 
· Closing jobs, collating candidate packs and sending to recruiting managers with relevant documentation and forms
· Advising recruiting managers on appropriate selection and assessment methods
· Inviting candidates to interview and liaising with recruiting managers over arrangements.
· Requesting references from candidates and ensuring references are received back from the previous employers within short timeframes
· Managing all appointment paperwork, including documents such as right to work and qualifications, and following up to ensure collection of these from candidates prior to start date
· Throughout the recruitment process ensuring the candidate experience is the best it can be and supporting recruiting managers to do the same
This job description summarises the main duties and accountabilities of the post and is not comprehensive: the post-holder may be required to undertake other duties of similar level and responsibility.

Person Specification

	Competency
	Essential
	Desirable

	Attainments/Qualifications
	
Educated to A level standard
	
A recognised HR qualification.

	Skills and Understanding
	Very strong customer service skills
Strong attention to detail, low error rates and the ability to work to deadlines.
Ability to juggle work priorities and demonstrate a sense of urgency

Strong Microsoft Office skills, particularly Word and Excel

Process improvement focus

High level of interpersonal and communication skills

Ability to work effectively with a diverse range of people

Ability to make a positive contribution to your team

Ability to be flexible and deal with frequent interruptions
	

	Prior Experience
	Previous experience as a recruitment coordinator, advisor or consultant

Experience of various methods of assessment and selection

Experience advising and influencing Hiring Managers

Experience managing compliance
and risk within a recruitment capacity
	HR systems/data bases

Experience using social media for advertising



	
	
Customer service experience

Experience	working independently with limited supervision, including experience in prioritizing and working under pressure to tight deadlines

Experience working within a fast paced team
Experience with process improvement initiatives
	

	Behavioural Characteristics
	Strong customer focus and understanding that everything we do must lead to the customer getting a great service
Desire to work in partnership with your customer
Desire to work as a team to support one end goal
Sense of urgency and understanding of the need to work at pace in certain situations
Sensitivity and confidentiality 
Desire	for	continuous improvement
Interpersonal and communication skills enabling you to work with a
diverse range of people
	




Terms & Conditions 
Our Terms and Conditions of Employment can be viewed here.
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