	[image: ]
	[image: ]



Job Description and Person Specification Profile

	Job Title
	Recruitment Officer

	Job ID
	M37

	Service
	HR Strategy and Operations

	Grade
	D

	Reporting to
	Recruitment Lead



	The Role

	To provide effective administration support in relation to the recruitment and employment of staff within Tameside Councils and Schools across the Borough.
Main Duties and Responsibilities include:

· To ensure recruitment adverts are processed in a timely manner.

· To ensure all recruitment processes including interview invites, pre employment checks and onboarding are undertaken to prescribed standards and timescales.

· Accurately update and maintain computerised files/records including employment checks, new starters, transfers and any change to contractual information.  

· Administrate accurate correspondence to staff and customers such as statement of particulars, employment and pay letters.

· To provide an efficient and responsive front-line service in dealing with customer enquiries and requests for information.

· To provide a high standard of service to the customer and ensure continual improvement in service delivery.  

· Maintain up to date knowledge of recruitment, payroll and pension legislation including but not exclusive to Safeguarding Vulnerable Groups Act and the Childcare Act, Statutory Sick Pay, Statutory Maternity Pay, Tax and National Insurance, Salary Sacrifice and Local Government Pension Act.

· Maintain up to date knowledge of National and Local conditions of service and recruitment legislation and practice.

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Practical ability in written English and Maths to GCSE Grade 1-4 (A to C) or equivalent
Your essential skills, knowledge and experience

· Previous experience of work within Recruitment, Payroll & Pensions teams
· Ability to display a high degree of interpersonal skills in dealing with the customers 
· Ability to communicate effectively
· Organisational skills, including the ability to prioritise workload
· Flexibility to adapt to changing workload demands and new organisational challenges
· Ability to complete tasks to required timescales and quality standards  
· Exceptional attention to detail	
· Ability to challenge whilst maintaining good customer relationships	
· Knowledge of non-discriminatory practice	
· Data Protection principles
· Ability to work under pressure
· Committed, enthusiastic team member who is motivated to achieve personal and organisational goals		
· Ability to learn new skills 	
· Ability to be self motivated and work on own initiative
· Motivated to professionally develop under own initiative	

If you have the following experience or qualifications – then that’s great!

· BTEC National in Business Studies/ Public Administration or NVQ equivalent
· Certificate in Personnel Practice/Certificate in Payroll Practice	
· Experience of working in local government
· Awareness of national and local conditions of service



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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