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Job description – Recruitment Specialist 

JOB DESCRIPTION – Recruitment Specialist  
Responsible to:

Head of HR 
Key dimensions:
Staff directly responsible to post holder:
0
Purpose of role: 
As this is a new role, there is an opportunity to help design and implement a new recruitment strategy. While proactively supporting the sourcing and resourcing teams in the support Care Homes throughout the organisation. 
With a high level of autonomy and influencing, the post holder will be the centre of knowledge for best practice recruitment and advice on appropriate legislation across the hiring teams. 
The post holder will also oversee compliance with Right to Work and DBS checks. 

Location:
Head Office with frequent travel to Homes 
Principal Responsibilities
Recruitment
· To work closely with the Registered Manager(s) with supporting the filling vacant hours in care homes, with a focus on significantly reducing agency spend. This will include training hiring managers on best practice and legislation (filling vacant hours within the care homes staffing establishment, particularly where agency challenge is greatest).
· In conjunction with the Head of HR, to introduce innovative alternative recruitment methods to maintain required staffing levels in difficult markets.
· Develop and maintain a tracker tool for recruitment activity throughout the care homes and produce on a weekly/monthly basis vacant hours and recruitment reports for each care home and consolidated report to the Executive Team. 
· Develop interview guides and recruitment tests in conjunction with recruiting managers. To include supporting with interviews of front line staff in care homes where required
· Assist care homes to remain within the agreed staffing budgets by efficient recruitment and reducing agency spend and time to hire. Track and report on recruitment metrics.

· Obtain exit interview data and produce reports on reason why and identify trends. 
· Work with the Head of Marketing and Communications to fully utilise all relevant social media channels and ensure all information is up to date and correct. 
· To engage and work closely with job centres, colleges, hospitals and other professionals linked to recruitment to include arranging and overseeing open days. 
· To strive for efficiency, whilst continuously improving Recruitment and Selection procedures in collaboration with Head of HR.
Resourcing Strategy and Project Management
· Implement the Greensleeves Care resourcing strategy with specific focus on demand planning for the next 12 months and beyond
· Routinely conduct Labour Market Profiles as a sourcing approach in order to analyse local labour markets to enable better recruitment as well as competitor analysis. Through supporting the Head of HR in obtaining knowledge of competitors pay rates and benefits
· Devise and implement effective plans to meet current and future staffing needs across the Care Homes and support for homes where agency challenge is greatest
· To manage recruitment campaigns for new care homes to include planning recruitment events, organising and facilitating assessment days as required

· Over time, lead on the process of implementing an ATS system as a more sophisticated approach to monitoring and delivering effective recruitment.
Recruitment of overseas talent
· To take the lead and implement the Greensleeves Care overseas recruitment strategy 

· To be the Level 1 User for the Greensleeves Care Sponsorship Licence

· Ensure compliance with the Trust’s Home Office Sponsorship Licence to include approving all right to work documentation. 

· To provide advice and guidance on employing overseas staff

Other

· To organise and participate in the recruitment and selection of Head Office staff, Home Managers and Deputy Home Managers as directed by the Head of HR. 
· Keep up to date on best practice recruitment and appropriate legislation. 
· To work with the Quality and Operations Teams to ensure consistency of recruitment procedures 

· Monitor DBS compliance throughout the Trust and report any issues to the Head of HR.
· To strive for efficiency, whilst continuously improving Recruitment and Selection procedures in collaboration with Head of HR
In addition to the duties and responsibilities listed, the job holder is required to perform other duties assigned by the manager from time to time
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Finance Assistant (0.5 FTE)











Recruitment Specialist
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