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SHORE MEDICAL JOB DESCRIPTION & PERSON SPECIFICATION

JOB TITLE:	Recruitment Administrator

REPORTS TO:		              HR Advisor 
 				
Job summary:

The role of Recruitment Administrator is to support our HR team in delivering an efficient recruitment process and supporting the HR team with any HR administrative tasks as necessary. The successful candidate will be responsible for providing administrative support throughout the recruitment lifecycle, ensuring a seamless experience for both candidates and hiring managers.

Duties and responsibilities:
Your core duties are outlines below:
· Organize, compile, update company personnel records and documentation using our shared folder and HR management system – Practice Index
· Manage and update HR databases with varying information such as new hires, leavers, terminations, sick leave, warnings, holidays etc.
· Post job advertisements on internal and external job boards and social media platforms such as Indeed, Wessex LMC, NHS Jobs.
· Conduct initial screening of applications as required and send shortlisted candidates to recruiting manager
· Schedule interviews and coordinate logistics with candidates and hiring managers.
· Draft and send offer letters and other employment documentation such as contracts of employment via e-sign
· Carry out start to end onboarding tasks for successful candidates, including reference checks and background screening/ID checks/DBS
· Provide feedback to unsuccessful candidates via the necessary platform – email or by phone
· Assist in organizing and managing new starters Induction, on-boarding, and training programs
· Liaise with recruitment agencies and external vendors.
· Maintain and update recruitment databases and reports including filing and archiving.
· Ensure compliance with data protection and employment legislation
· Assist in organizing recruitment events, career fairs, and open days
· Deal with sensitive and confidential issues whether via telephone, email or a visitor to the office in a professional, efficient and friendly manner

HR Administration
You will support HR Administration as outlined below:
· Provide administrative and coordination support within the Department as required such as changes to contracts and flexible working requests
· Assisting and attending HR meetings, taking minutes as required
· Ensure employees are sent congratulatory messages on their employment anniversary
· Monitoring probation periods and ensuring KPIs are actioned by the Line Manager
· Lead responsibility for any recruitment related projects such as regular reviewing of job descriptions, job specifications and interview templates for each role within the business.




Training:

· Ensure training records and certificates are saved down in staff members digital HR record or Practice Index – HR Management system 
· Assist in sourcing external training providers for courses required, and obtain best possible rate(s) when requested
· Ensure all training courses have a signed and approved Training Agreement filed on Practice Index and in the employee personnel file



This job description is not exhaustive and is intended to provide an outline of the key tasks and responsibilities only.  There will be other duties required of the post holder commensurate with the position.


· Shore Medical is an Equal Opportunities Employer 


	PERSON SPECIFICATION

	
	Essential
	Desirable

	
Academic/
Vocational Qualifications
	
Educated to high standard of GCSE in Maths, English language.

	
Evidence of GCSE




	
Experience
	Demonstrable experience of undertaking clerical and administrative duties

Previous experience of working in a role involving some form of HR/recruitment responsibility.

Experience of working successfully with people at all levels of the company structure, individually and in groups in a professional, credible, and comfortable manner

Awareness of confidentially and data protection requirements
	Previous experience in a fast paced recruitment or HR environment












	
Knowledge/
Skills
	Strong IT skills in MS Word, Excel, and Outlook

Show a commitment to Continuous Professional Development

Excellent communication skills (verbal and written), able to receive and give accurate information to a wide range of employees

The ability to manage own time effectively. 
Ability to respond promptly to HR related queries
Excellent interpersonal and people-facing skills. Able to develop constructive working relationships with others.
Ability to be flexible and positive, demonstrating the ‘can-do’ attitude

Able to plan and organise workloads to meet conflicting work demands and deadlines

Able to write straight forward reports and read and comprehend complex written information

The ability to adapt to changing and conflicting demands
	Competent in use of a HR Management system

Knowledge of employment law and recruitment best practices.




	
Qualities/
Attributes
	Possess flexibility and willingness to learn
Friendly, approachable and positive attitude to work, colleagues and all staff
Have tact and diplomacy in direct and indirect emotional circumstances
Empathic communicator, with the ability to see things from the other person's point of view.

Ability to solve problems and use initiative 

Intuitive and resourceful

Detail-oriented and highly organised

Sense of humour

Able to work independently

Self-driven, results-oriented with a positive outlook and a clear focus on high quality.

Able to get on with others and be a team-player

Be able to demonstrate commitment to equal opportunities and diversity

	

	
Other/working conditions
	
Willing to work flexibly as needed

Professional and smart in appearance

May occasionally require attendance at a jobs fair or off site recruitment events/task

Will be required to complete a 2 week training induction and this will be held across multiple of the 6 sites

Requirement to work across the Shore Medical practices when necessary
	




Environment:

Working conditions will be office based requiring the use of display screen equipment.  There may be occasional exposure to direct/indirect emotional circumstances.

This role requires the post holder(s) to work across the Shore Medical group.

Job Description Acknowledgement 
I have received, reviewed and fully understand the job description for HR Administrative Assistant. I further understand that I am responsible for the satisfactory implementation of the essential functions described under any and all conditions as described. 


Employee Name_____________________________ Date___________________ 



Employee Signature_____________________________________
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