JOB DESCRIPTION

Job Title:

HR Recruiter



Status:

FT/NE

Division: 

Human Resources



HR RECRUITER
SUMMARY
Under supervision of the Vice President, Human Resources, performs professional duties in recruiting, interviewing, selection, and other HR functions. 

ESSENTIAL FUNCTIONS

50%
Develops and executes recruiting plans, which includes:

· preparing job postings, specifications for recruitment agencies, job descriptions and other materials;

· sourcing candidates through recruiting website, referrals, and networking channels; 
· screening, interviewing, and recommending candidates;
· communicating with hiring managers and associates regularly; and
· providing ongoing training to hiring managers regarding recruitment processes.

30%
Performs other professional level human resource responsibilities, which includes:

· onboarding new associates;

· conducting orientation;

· assisting with daily HR administration; 

· developing and presenting training; and

· handling special projects.


20%
Coordinates college recruiting and other networking initiatives, which includes:

· participating with local professional organizations;

· attending career fairs;

· making presentations at colleges, attending student organization meetings, and hosting student organizations and other events onsite;
· developing and maintaining relationships within colleges; and

· supporting intern supervisors to further develop internship programs. 
The list of essential functions is not exhaustive and may be substituted as necessary.

EXPERIENCE AND SKILL REQUIREMENTS
Two years of recruiting and human resources experience or related field 

Ability to demonstrate innovative approach
Decision-making ability required

Professional oral and written communication skills 

Experience with a HRIS and ATS beneficial

Ability to effectively present information and respond to questions from managers, 

associates, and applicants

Ability to interact effectively and professionally with others 

Ability to build positive relationships, maintain confidentiality and demonstrate flexibility

Talents required in values, work intensity, achiever, positivity, relationship, resourceful, 

persuasion, command, relationship-extension, and exactness

EDUCATION AND CERTIFICATION REQUIREMENTS
Bachelor’s degree or equivalent in related field 

PHYSICAL AND WORK SCHEDULE REQUIREMENTS
May require work in excess of 40 hours a week in order to complete functions of 

position
