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Job Description

RECRUITMENT SPECIALIST 
[image: image1.jpg]
Reports To:  Recruiting/Onboarding Manager
Department:  Human Resources

Date:  August 13, 2021
Summary: The primary responsibility of the Recruitment Specialist is to recruit, interview, screen and hire applicants for our family of companies.  Considerable skill in interviewing techniques, a good knowledge of all clerical and specialized functions in the company, a basic understanding of the company's organizational structure as well as an extensive knowledge of personnel policy and procedure and federal and state laws regarding employment practices are essential.
Essential Duties and Responsibilities include the following.  (Other duties may be assigned.) 

· Effectively recruits for all companies within the Berkheimer family of companies and manages assigned requisitions

· Compose and place ads for jobs

· Evaluate and rank candidate resumes

· Keep track of correspondence with candidates

· Identify appropriate new sources of resumes and places for job ads

· Ensure that candidate employment and salary history information is collected and verified, reference checks are conducted, and that company or contract human resource policies are followed

· Suggest ways to improve or streamline the recruitment process 

· Arrange for and participate in interviews with potential candidates

· Processes new hire paperwork utilizing internal databases and filing systems
· Assists new hire orientation/onboarding for all shifts as necessary

· Assists in recruitment planning for seasonal staffing

· Maintains a positive rapport with all assigned department heads and managers.

· Responds in a timely manner to all assigned tasks from department managers and the Recruiting/Onboarding Manager 

· Assists with all advertising and creative recruitment needs for assigned departments.

· Adheres to and complies with both departmental and overall company policies and procedures.

· Generates correspondence to applicants.
· Provides support to other departments within the company 

· Maintains accurate records for regular employees and temporary employees

· Performs additional duties as directed by management.
· Utilizes HR software effectively
· Provide backup for EAL system

· Travel to outer offices to perform recruiting tasks

· Complete Miscellaneous tasks as assigned

Maintains strictest confidentiality concerning all work while outside the company; and internally discussing relative information with interested parties as necessary.

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience:
Bachelor's degree (B. A.) from four-year college or university; one to two years related experience and/or training; or equivalent combination of education and experience.

Language Ability:
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Math Ability:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability: 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills: 
To perform this job successfully, an individual should have knowledge of Word Processing software; Spreadsheet software and Database software.

Certificates and Licenses: 
No certifications needed

Supervisory Responsibilities: 
This job has no supervisory responsibilities.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to sit and use hands to finger, handle, or feel. The employee is frequently required to talk or hear. The employee is occasionally required to stand; walk; reach with hands and arms; climb or balance and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, peripheral vision, depth perception and ability to adjust focus.

Additional Comments:
The above statements are intended to describe the general nature and level of work being performed by the person assigned to this position.  Principal accountabilities are intended to describe those functions that are essential to the performance of this job, and “other” accountabilities include those that are considered incidental or secondary to the overall purpose of this job.

This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any other job-related duties as requested by management.  All requirements are subject to possible modification.
