[image: ]EAST SUSSEX COUNTY COUNCIL JOB DESCRIPTION
Job Title: Recruitment Assistant
Department: Business Services
Grade: Single Status Grade 4
Responsible to: Team Leader Recruitment
Purpose of the Role:
The Recruitment Team provides a professional recruitment service to all East Sussex County Council departments. They also offer a paid for service to a range of partnership organisations and schools.
The service provided by the team contributes to the efficiency of the recruiting and onboarding processes. This allows departments to recruit as quickly as possible to ensure they are fully staffed and can provide vital services to the residents of East Sussex. They are the first point of contact for applicants during the onboarding process. The team is therefore central to influencing the applicant’s perception of the Council and in building and maintaining the reputation of the Council as an employer.
The Recruitment Assistant is responsible for providing a professional onboarding service to managers and candidates. Alongside this is the responsibility for uploading adverts on behalf of schools and partnership organisations.
Once a candidate is offered a role the Recruitment Assistant is responsible for onboarding the candidate by undertaking pre-employment checks. This can include their right to work, DBS and safeguarding checks, references, qualifications, health checks and assisting with sponsorship checks where necessary. The Recruitment Assistant will create the contract of employment and is responsible for filing all documents on the employee’s HR file, adhering strictly to GDPR requirements.
Once all onboarding checks are complete, the Recruitment Assistant will create a new payroll record.
Key tasks:
1. Follow the relevant guidelines, policies, procedures and legislation to manage a caseload of preferred candidates. Ensure all roles are appropriately advertised, and candidates are onboarded as efficiently as possible. 
2. Communicate clearly and professionally with successful applicants to help them understand the onboarding process. This will include communicating via telephone, email and MS Teams. 
3. Maintain clear and professional communication with recruiting managers across all channels including telephone, email and MS Teams to keep them informed of the progress of candidate onboarding. 
4. Ensuring that new employees are set up in the payroll system accurately and on time.
5. Provide timely advice and guidance to applicants, managers and employees on the recruitment and selection process including use of the Council’s recruitment software. 
6. Add adverts for Schools and other Partnership organisations to the recruitment system, liaising with the customer for any points of clarification. 
7. Respond to telephone enquiries and support with the response to general enquiries to the recruitment inbox, as required. 
8. Undertake other administrative duties to support recruitment and selection processes and projects, as required.
9. Undertake other general office duties such as filing and photocopying. 
10. Contribute to the ongoing development of the recruitment and selection service, including improvements to the on-line recruitment and selection system.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.

PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to plan and organise a varied workload, on occasion working to short deadlines.
2. Attention to detail.
3. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
4. Ability to provide effective customer service in person, over the phone and MS Teams, which will include providing clear and succinct advice, responding appropriately to customers’ needs.
5. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
Desirable key skills, abilities, knowledge, experience, values and behaviours
6. Understanding of ‘best practice’ in terms of employment policies, practices and procedures.
7. Experience of working in an administrative role 
8. Experience of recruitment and selection administration.
9. Experience of using an e-Recruitment system.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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