JOB DESCRIPTION

JOB TITLE: Human Resource Recruiter
DEPARTMENT: Human Resources

REPORTS TO: Manager, Human Resources

FSLA CLASSIFICATION:  Exempt

LEVEL OF WORK:  Administrative

APPROVED BY:  Angel Gerald
DATE APPROVED:  3/5/19
JOB PURPOSE

· The recruiter is responsible for recruiting, interviewing, testing, and referring applicants for all position throughout the Arc. This position requires considerable skill in interviewing techniques, a good knowledge of all functions in the Arc, a thorough understanding of the Arc's organizational structure as well as an extensive knowledge of personnel guidelines and procedures and federal and state laws regarding employment practices. The recruiter works with all hiring managers to source candidates specific to the needs of each position. The recruiter maintains cooperative professional relationships with all staff, potential staff, community contacts and the people receiving supports.
ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Plans, develops, organizes, implements, and evaluates the organization's recruitment program.

· Writes, places and tracks advertisements for employment opportunities and recommends internal transfers to vacant positions when appropriate.
· Reviews applications for minimum requirements, screens prospective employees, follows up with Arc staff to assure that second and third level interviews are conducted in a timely fashion, conducts reference and criminal background checks, makes job offers, as appropriate, and sends appropriate letters to verify employment status. Administers appropriate tests. Portions of this may be delegated to the human resources support specialist.

· Communicates regularly with directors, managers, and supervisors about vacancies and potential applicants.

· Updates the agency’s website for vacancies

· Provides back-up to the Manager, Human Resources for the administration of all employee benefits including the enrollment and termination of benefits, participating in open enrollment for benefits, processing claims for family medical leave, and assisting employees in their understanding of agency benefits.

· Posts internal and external vacancies, as requested.  Updates the agency’s website for vacancies.
· Updates and maintains staff listings.

· Assures the annual filing of EEO-1 report.

· Assures records and logs conform to EEO regulations.

· Maintains applicant tracking system

· Conducts exit interviews, as requested.

 ADDITIONAL DUTIES AND RESPONSIBILITIES

· Accomplishes all tasks as appropriately assigned or requested.

· Communicates agency mission and core values to potential employees.

· Establishes and maintains relationships with college placement offices, employment agencies, etc. and speaking with interested groups about employment opportunities.

· Uses appropriate presentation skills, representing the agency at high school and college/ community job fairs, meetings, open interviews, etc. as requested.

· Streamlines the interview process to assure consistent and efficient hiring of qualified staff.

· Maintains a procedures manual for the position

· Use a variety of social media sources; multiple online job/board/internet job posting and resume database searches; direct sourcing, networks and employee referrals

· Build a database of diverse candidates for the agency.

· Prepares statistical information for retention and recruitment.

· Prepares letters to applicants relating to the Fair Credit Reporting Act, as necessary.

· Performs professional level work on human resource projects as assigned.

EDUCATION AND EXPERIENCE

· Possesses an associate’s degree in related field and three years of human resources experience or a combination of education and experience equivalent to this requirement

JOB KNOWLEDGE, SKILLS AND ABILITIES

· Possesses a thorough knowledge of personnel law and practices.

· Possesses a proficiency in computer based accounting software, Excel, Word and Access.

· Demonstrates excellent verbal and written communication skills.

· Has a good command of the English language both oral and written.

· Possesses the ability to be forward thinking and creative.

· Is a strategic visionary with sound technical skills, analytical ability and good judgment.

· Is well organized, self-directed, and a team player.

· Is decisive and possesses a "big picture" perspective.

· Is well versed in systems.

· Has the ability to respond effectively to the most sensitive inquiries or complaints.

· Possesses a valid driver’s license and a clean driving record

AMERICANS WITH DISABILITY SPECIFICATIONS (PHYSICAL DEMANDS)

· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is occasionally required to stand; walk; sit for long periods of time; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT

· While performing the duties of this job, the employee is not exposed to weather conditions.

· The noise level in the work environment is usually moderate.

· Usual office working conditions.

I have read this job description and understand my responsibilities.  I will carry them out to the best of my ability.  I further understand that this job description is not all inclusive of every task and responsibility that I have or may be asked or required to perform.

Date


Signature of Employee
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