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Job Description

	Directorate:
	Resources 

	Service:
	Strategic Resourcing & Workforce Planning, People Services

	Location:
	County Hall

	Salary range:
	£25,989 – £28,142   
SCP6 - SCP11
	Grade: 
	
5

	Reports to:
	Team Leader
Recruitment Team
	Staff responsible for:
	NA



	Job purpose and scope

	 
You will be responsible for supporting hiring managers, candidates and colleagues with co-ordination of recruitment activity and providing clear advice in accordance with statutory, legislative and contractual obligations.  

Due to the changing nature of the business, this job description serves as a framework to outline the main areas of responsibility.  It will inevitably change and therefore you will be required to undertake other activities of a similar nature that fall within the remit of your area of work, as directed by service management.




	Performance Indicators

	
· Quality of own work against legal, safety and best practice standards 
· Adherence to internal/external quality standards if applicable 
· Adherence to policies and procedures 
· Accuracy and timeliness of information recording and processing 
· Customer feedback




	Accountabilities/Responsibilities

	
· Establish and sustain strong working relationships, offering clear advice and guidance to our customers to ensure the delivery of a high-quality recruitment service.
· Manage the candidate journey by delivering an engaging and responsive experience from initial contact through to commencement of employment.
· Independently manage and take proactive ownership of recruitment activities, ensuring smooth progression and promptly identifying and addressing any delays or issues.
· Adapt your approach as needed to ensure the successful completion of a broad range of recruitment tasks and keep accurate and timely records
· Maintain confidentiality and data protection in accordance with the council's information Governance policies and procedures.
· Work to meet statutory compliance and contribute to team business planning   contribute to continuous service improvement.
· Take responsibility for achieving key performance indicators (KPIs) in line with service expectations and objectives.




	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

· Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

· Skills Pledge
We are committed to developing the skills of our workforce. All employees will be supported to work towards a level 2 qualification in literacy and numeracy if they do not have one already.




	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· GCSE or equivalent in Maths and English

	Experience 

	

· Working in a customer focused environment, delivering excellent customer service through effective communication and proactive support
· Maintaining accurate digital and manual records to effectively manage, monitor, and report on recruitment data 
· Proficiency in using ICT-based applications, including Microsoft Office



	Essential knowledge, skills & abilities

	
· Ability to develop working relationships with hiring managers, candidates, and colleagues to ensure a smooth recruitment and onboarding experience.
· Ability to independently manage and prioritise own workload to meet deadlines and service objectives.  
· Ability to actively listen, communicate effectively to candidates and stakeholders.
· Ensure accuracy in documentation, compliance checks, and candidate data management.
· Comfortable working in a fast-paced, changing environment and adjusting processes to meet evolving needs.
· Understand the significance of data integrity and security in a business environment and work to the Information Governance policies and procedures.   
· Ability to embrace change, contribute to business planning and apply to working practices.


	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.
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