WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION.
	POST TITLE:
	HR Recruitment Administrator


	GRADE:
	2

	RESPONSIBLE TO:
	HR Business Partner


	RESPONSIBLE FOR:
	None



	PURPOSE OF POST: 
	Provide recruitment and administrative support to the Human Resources Department. 


1. MAIN DUTIES AND RESPONSIBILITIES

a) Communicating with and supporting applicants throughout their recruitment journey

b) Maintaining and responding independently to queries in the Applications mailbox in a timely manner

c) Supporting the senior HR team with planning each stage of the Wholetime recruitment process

d) Support the recruitment Awareness sessions as required (may including some evening/weekend working)
e) Communicating with and organising all employees who support the recruitment process (eg. Interviewing)
f) Preparing and distributing Agendas and Minute taking for the Wholetime Steering Group and any relevant sub groups
g) Co-ordination of all stages of the recruitment process
h) Supporting West Yorkshire Fire and Rescue Service’s positive action agenda
i) Providing equality monitoring data on candidates at each stage of the process and any other statistics as required for reporting purposes
j) Issuing relevant documentation and contracts of employment to successful candidates
k) Supporting the On-Call Liaison Officer with setting up interviews at On-Call stations with the appropriate managers
l) Liaising with and supporting recruiting managers with shortlisting and setting up selection/interviews
m) Support physical testing days as requested (may include some weekend working)
n) Maintain and keep up to date records of candidates in the process 
o) Support the HR Team with general recruitment
p) Ensuring all documentation and paperwork is in order
q) Placing adverts for positions using the e-recruit system
r) Process reference requests, both incoming and outgoing
s) Process Disclosure and Barring Service Checks, liaising with relevant bodies as required
t) Administer all Baseline Security Checks for new employees
2. MISCELLANEOUS.
a) To Implement and promote the Authority’s:
i) Health and Safety policies
ii) Equality and Diversity policies
iii) Information Security Management System polices
iv) Safeguarding policies
v) Business continuity policy and contingency arrangements.
b) To demonstrate and uphold the service values and to promote the organisation in a positive manner.
c) Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy
d) Responsibility for ensuring any data produced in relation to the post is accurate and current.
e) Responsible to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
f) Undertake other appropriate duties as directed by the Human Resources Business Partners.
PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’  in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised  way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where identified

	1 
	Demonstrable administration experience in a Human Resources environment.
	Desirable
	Application & Selection Process

	2
	Substantial administration experience in a large organisation.
	Essential
	Application & Selection Process

	3
	Previous recruitment administration experience.
	Desirable
	Application & Selection Process

	4
	Experience using Microsoft Office applications including Word and Excel.
	Essential
	Application & Selection Process 

	5
	Experience in the use of HR systems.
	Desirable
	Application & Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where identified

	6
	GCSE Maths and English Grade C or above, or equivalent level literacy and numeracy gained through work experience.
	Essential
	Application & Selection Process 

	7
	CIPD level 3 Foundation Certificate in Human Resources or equivalent qualification.
	Desirable
	Application & Selection Process


 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where identified

	8
	Excellent verbal and written communication skills.
	Essential
	Application & Selection Process 

	9
	A flexible approach in relation to the needs of the post and working hours as required.
	Essential
	Application & Selection Process 

	10
	Excellent customer service skills.
	Essential
	Application & Selection Process

	11
	Ability to work as part of a team.
	Essential
	Application & Selection Process 

	12
	Experience of working on own initiative, prioritising workloads and meeting conflicting deadlines.
	Essential
	Application & Selection Process 

	13
	Ability to pay close attention to detail to ensure data quality is maintained to a high standard of accuracy.
	Essential
	Application & Selection Process 

	14
	Ability to maintain confidentiality.
	Essential
	Application & Selection Process 

	15
	Demonstrate commitment to and understanding of Equality & Diversity.
	Essential
	Selection Process
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