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Job Description

	Directorate
	People, Organisational Development & Culture

	Department
	Human Resources

	Section
	

	Job Title:
	Recruitment & On-boarding Administrator 

	Grade:
	Grade 4 (£19,939 to £22,115)

	Reports To:
	HR Business Partner

	Responsible For:
	

	Principal Accountabilities:

Manage, co-ordinate and develop the College recruitment activity to generate interest, attract applications from suitable candidates for vacancies across the college and build a talent pool.  
Support candidates and new recruits through the application, onboarding and induction process, ensuring the new starter process is complete and requisite checks and records are in place.
Manage the recruitment system, and utilise the system reporting capability to produce reports 
as and when required to support resourcing decisions. 
Provide a professional HR service, providing advice, guidance and support on all HR matters. 

Support the HR team in responding to day to day inquiries and operational requirements to ensure the smooth running of the HR function, providing excellent customer service.  


	Recruitment
Respond in a timely manner to all recruitment and resourcing enquiries (internal and external) providing an outstanding level of customer service.

Utilise social media channels and work with internal partners to assist the promotion of the College to maximise interest in College vacancies. 

Manage and co-ordinate all recruitment activities, supporting managers to seamlessly and effectively use the recruitment system to make recruitment requests, post job adverts and complete the shortlisting process.

Support the co-ordination and smooth running of interview processes, scheduling interviews, liaising with managers and candidates to respond to queries, providing administrative support as required and carrying out associated screening processes and the required document checks as part of the process.
Greet and assist interviewees and panels on site, resolving issues effectively and efficiently.  
Act as the first point of contact when sourcing short term/ interim agency cover from approved providers.

Onboarding & Induction

Liaise with candidates and managers to ensure the new starter process is in place, working with colleagues in the HR team to ensure necessary checks, paperwork and documents are received and recorded prior to a person starting work.

Oversee the first day induction, to ensure a seamless transition for the employee/ manager induction process.  

Monitor completion of induction and probation processes, proactively intervening as required with managers to ensure compliance and support the probation process.  
HR Service & Administrative Support

Support and work with the HR Business Partners to provide advice, guidance and support across end to end HR activity. 

Work within the HR team, providing support with day-today activities, responding in a timely manner to team and stakeholder needs, always providing excellent customer service. 
Relationship management
Liaise directly with staff, internal stakeholders across the organisations and external partners and agencies on recruitment related matters.   
System Maintenance

Maintain the recruitment system through regular and scheduled data cleansing activities, ensuring users remain up to date and information is stored correctly.

Support the operation of the recruitment system, resolving system queries from applicants and managers, ensuring the system provides an excellent candidate and manager experience.    

Reporting

Provide information obtained from the recruitment systems to support decision making.


	Special Features:

None

	Miscellaneous:

You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition, you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.

You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are required to participate with the Appraisal process, engaging in the setting of objectives in order to assist in the monitoring of performance and the achievement of personal development.

Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld.



	Review:

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the job required to be performed, or to incorporate proposed changes. 
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Person Specification

	Job Title:
	Recruitment & On-Boarding Administrator

	Directorate
	People, Organisational Development and People

	Department
	Human Resources

	Section
	

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.


	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/

Desirable

	1 
	Skills & Abilities
	1.1
	Proven analytical and problem solving skills with the ability to understand, manipulate and explain data
	I/T
	E

	
	
	1.2
	Excellent organisational ability and efficient work methods.
	I
	E

	
	
	1.3
	Polite, pleasant and helpful attitude combined with the ability to deliver excellent customer service 
	I
	E

	
	
	1.4
	Flexible and adaptable able to work as part of a team, but able to operate alone when required
	I
	E

	
	
	1.5
	Highly numerate with excellent attention to detail 
	I/T
	E

	
	
	1.6
	Ability to communicate clearly with staff across the College and work collaboratively with staff in the HR team.
	I
	E



	2
	General & Special Knowledge
	2.1
	Knowledge of recruitment processes and practices 
	A
	E

	
	
	2.2
	Understanding of how HR systems are used to underpin recruitment practice 
	A
	D

	
	
	2.3
	An understanding of how systems can support and streamline administrative processes and drive decision making
	I
	E

	3
	Education & Training
	3.1
	Relevant level 3 qualification
	A/C
	E

	
	
	3.2
	Qualified at level 2 in English and Maths
	A/C
	E

	4
	Relevant Experience
	4.1
	Substantial experience of supporting and driving recruitment processes, including the use of social media to build interest and recruitment systems.
	A
	E

	
	
	4.2
	Experience of working in a process driven, team environment, demonstrating an ability to be flexible and provide support for colleagues.
	A
	E

	
	
	4.3
	Demonstrable experience of manipulating data in Excel spreadsheets.
	A
	E

	
	
	4.4
	Experience of liaising with external partners and agencies to meet resourcing demands.
	A
	D

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation


