JOB DESCRIPTION

Recruiter

Updated 01-11-12

Title: Recruiter Department: Human Resources
Supervisor: Director of Human Resources Status: Regular, Full Time
FLSA: Non-Exempt
SUMMARY:
® o
The Recruiter will plan, develop and implement recruiting strategies for assigned departments.
The recruiter will source candidates, review resumes, interview candidates and work with
department hiring managers on the recruitment process.
ESSENTIAL JOB DUTIES:
® o
e Develop and use proven, cost-effective recruiting strategies to fill job openings.
e Provide weekly and monthly recruiting statistics.
e Build a pipeline of candidates and maintain relationships with qualified candidates and
contacts.
e Work closely with hiring managers and Director of Human Resources to participate in
planning activities to determine hiring needs, trends, and recruiting strategies.
e Track, analyze, and report candidate pipeline status, recruitment trends, and key
performance indicators.
e Work closely with the Director of Human Resources to put together Compensation and
e Benefit packages for each position.
e Thoroughly review resumes for qualified candidates.
e Perform 1st interviews for all candidates.
e Set up 2nd interviews with the hiring managers.
e Perform Reference Checks on candidates prior to any job offers.
JOB QUALIFICATIONS:
® L J
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These requirements are representative, but not all-inclusive, of the knowledge, skill and
ability required of the company Recruiter. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

e A Bachelor's degree with concentration in Human Resources, Business Administration or a
related field.

e Excellent listening and interpersonal skills.

e 3-5 Years of recruiting experience.

e Exceptional written and oral communications.

e Creative problem-solving abilities in leadership roles.

e Interpersonal skills which relate well to a diverse workforce.

e Visibility requires maintaining a professional appearance and providing a positive company
image to the public.

e Knowledge of employment laws.
e Strong interpersonal and communication skills.
e Ability to analyze data and provide recommendations.

e Experience with working in a dynamic, fast-paced environment.
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