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Where everybody counts,
every moment matters.




JOB DESCRIPTION and PERSON SPECIFICATION

	
	
	

	Central Team 

	
	GRADE: 8

	JOB TITLE:  Recruitment & Marketing Officer

	
	DATE PREPARED: 31st March 2021

	EVALUATION DATE:
	
	JE NUMBER: HET  C001


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Equal Opportunities in Employment Policy adopted by HET and the school.




	PURPOSE:  
To deliver an education focused recruitment service to the Trust and its academies ensuring that the requirements of our policies and procedures are followed safely and effectively.
To play an important part in building a strong employer brand for the Trust to ensure we attract, hire and retain the best employees.
To promote and support talent management and workforce planning




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities


	1.
	To promote and safeguard the welfare of children and young people with HET.

	
	

	2.
	Manage Trust and School level recruitment campaigns, advising schools on advert format and content, including the placement of adverts with appropriate media.

	
	To be the Trust’s primary contact for placing all vacancy adverts.  The postholder will check all documentation provided by the academies to ensure it is compliant and inline with the Trust procedures prior to advert.

	
	Maintain and develop the Trusts job profile library to include the evaluation of job new job profiles

	
	If required, support Senior Leaders with the selection process from shortlisting through to interview.

	
	Working with key school staff to ensure the pre-employment process is followed diligently, ensuring compliance with the statutory requirements of ‘safer recruitment’ to include Disclosure and Barring (DBS) checks.

	
	Attend schools periodically to check staff files are maintained and contain the necessary documentation in line with safer recruitment procedures.

	
	Provide Trust leaders with regular, written reports outlining Safer Recruitment compliance to include actions for schools if required

	
	Working with Trust Leaders and key school staff to ensure that the Trust and School Single Central Records are appropriately maintained in a timely manner.

	
	Management of online recruitment platforms utilised by the Trust, including ETeach and DfE Teaching vacancies, ensuring the Trust is marketed appropriately.

	
	Implement and oversee an Applicant Tracking System, developing and promoting its use to Trust Academies.

	
	Marketing the Trust and its employment opportunities, with local Universities for example at recruitment events.

	
	Identifying and utilising opportunities to market the Trust and its employment opportunities on digital and social media platforms. Including the development and maintenance of the Trust ‘Talent Pool’ of potential applicants.

	
	Facilitating the recruitment process for Teacher Training, including supporting open days and information sessions.

	
	Delivery of targeted recruitment campaigns, i.e. for newly qualified teachers

	
	Supporting Trust Leaders with the recruitment of Senior Leadership Positions in the Trust and its academies.

	
	Preparation of data and reports to support the development of Trust recruitment activities and initiatives.

	
	Delivery of training to Trust schools as required.

	
	To undertake recruitment related projects as required by Trust Leaders.

	
	Ensure the induction and probationary procedures are diligently followed across the Trust

	
	To have oversight and be a main contact on the Trust Payroll & HR system to ensure contract data is accurately maintained.

	
	To be directly involved in the delivery of induction and training for users of the Trust Payroll & HR system are inducted and trained effectively.  

	
	To produce an Employee Handbook, ensuring the relevant policies and procedures are referenced and

	
	To oversee workforce satisfaction levels including staff surveys and exit interview analysis

	
	To undertake any other work appropriate to the level and general nature of the post’s duties.

	
	

	3
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the school, as your employer and you as an employee. In addition to the employers overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Health and Safety policy adopted by the school/HET.



	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post-holder must be flexible to ensure the operational needs of the school are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the school and HET.



	DIMENSIONS:  



	1.
Responsibility for Staff: n/a
2.
Responsibility for Customers/Clients:
The job impacts on all trust stakeholders in relation to all principal accountabilities. 
3.
Responsibility for Budgets: 

The post holder may contribute to supporting the management and monitoring of the central training budget and recruitment and advertising budget.
4.
Responsibility for Physical Resources: 
The post holder is responsible for the security of data, including sensitive records, implementing policies, procedures and information and ensuring that they meet HET’s requirements.



	WORKING RELATIONSHIPS:


	1. Within School
Head Teachers

School Business Managers

School HR Officers

2.
With Any Other Trust Areas (where applicable)
Trust Executive Leaders
Other central team postholders

3.     With External Bodies to the School/Trust
DfE 

Advertising platforms and websites
Trust HR Service provider



	ORGANISATION CHART: 



	COO

Recruitment Officer



	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 

(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	x
	
	
	
	
	

	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	x
	
	
	
	
	
	

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	x
	
	
	
	
	


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.

*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring CRB’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 

1.1
	Qualifications:

	
	Foundation level CIPD qualification or equivalent Level  3 qualification (in relevant subject)
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	AF

	
	Associate level CIPD qualification or equivalent Level 5 qualification (in relevant subject)
	
	[image: image2.jpg]



	AF

	
	
	
	
	

	1.2
	Good numeracy/literacy skills (e.g. minimum of grade C (4 and above) at GCSE or equivalent) in both English and maths.
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	AF

	1.3
	ICT qualification i.e. ECDL or equivalent
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	AF

	2. 

2.1

2.2

2.3

2.4

2.5

2.6

2.7

	Relevant Experience:

	
	Previous experience of working in a Human Resources environment, providing first level advice, processing new starter information, producing contracts and offer letters. 
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	AF

	
	Experience of using software packages to store, retrieve and analyse data/general clerical/administrative work. Including Microsoft Office/Excel/PowerPoint/Publisher/Email etc.
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	AF

	
	Familiarity with social media and other professional networks
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	AF

	
	Experience of working with and building positive relationships with a range of people.
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	I/R

	
	Experience of working to competing deadlines.
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	I/R

	
	Experience of analysing data and producing workforce reports
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	Experience of working with schools or in education environments
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	AF

	3. 

3.1

3.2

3.3

3.4

3.5

3.6

3.7
3.8
	Skills (including thinking challenge/mental demands):

	
	Numeracy skills – able to work with, analyse and manipulate numbers and data in order to produce accurate employee related information.
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	I/R

	
	Persuasion and negotiating skills – ability to demonstrate a confident and approachable manner using tact, diplomacy and sensitivity.
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	I/R

	
	Analytical and problem-solving skills – able to unpick data and/or a problem, and provide options for a way forward.
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	I/R

	
	Time management and personal organisation skills – able to manage own time, prioritise work and deliver what has been promised to agreed timescales and quality.
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	I/R

	
	Planning and organisation skills – able to plan, and arrange meetings and events.
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	AF/I/R

	
	IT - Good IT skills and the ability to compile, manage and analyse data
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	AF/I/R

	
	Initiative - ability to work on own initiative and organise own workload under supervision, working to tight and often changing timescales. Ability to self–evaluate learning needs and willingness to participate in training and development opportunities.
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	I/R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
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	I/R

	3.9
	Ability to build and maintain effective working relationships at all levels with staff in school and other professionals within the HET Central Team. 
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	I/R

	4. 

4.1

4.2

4.3

4.4

4.5

4.6

4.7
4.8
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults 
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	I/R

	
	Knowledge of a range of social media, online, professional recruitment platforms
	[image: image22.jpg]



	
	AF/I/R

	
	Knowledge of relevant policies/codes of practice and awareness of relevant Employment legislation.
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	AF/I/R

	
	Knowledge of safer recruitment guidelines and KCSIE.
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	AF/I/R

	
	Understanding of the issues surrounding safeguarding of children and commitment to child welfare and safety.
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	I/R

	
	Working knowledge and effective use of computerised systems – Microsoft Office Word, Excel, 
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	AF/I/R

	
	Working knowledge of HR/ Payroll systems.
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	AF/I/R

	
	To have an understanding of Teachers’ and NJC local government Terms and Conditions of Service
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	I/R

	
	Understanding of the importance of Equality and Diversity at work.
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	I/R

	5. 

5.1

5.2

5.3

5.4


	Interpersonal/Communication Skills:

Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults 
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	I/R

	
	Excellent verbal communication skills with an enthusiastic, respectful and polite manner and interacts with people in a helpful and positive way. Able to work constructively and positively as part of a team.
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	I/R

	
	Team player, personable, emotionally intelligent with a sense of humour
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	I/R

	
	Written Skills

	
	Able to draft grammatically correct and professional reports and documents with accuracy and attention to detail.
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	AF/I/R

	5.5
	Use of e-mails and other electronic communications systems.
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	I/R

	6.

6.1
	Other:
	
	
	

	
	Integrity and openness – is honest, open and professional in everything they do.
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	I/R

	6.2
	Maintains high levels of confidentiality at all times.
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	I/R

	6.3
	Ability to present a smart professional image in line with the Dress Code of the Trust and promotes the school and the Trust to others.
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	I/R

	6.4
	Commitment to staff’s and own personal development. 
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	I/R

	6.5
	Diversity and difference – values and shows respect for others at all times.
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	I/R

	6.6
	Team work - is positive and helpful, listens, involves, respects and learns from the contribution of others, working effectively in teams when appropriate.
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	I/R

	

	7. 
	Additional Requirements:

	
	None
	
	
	

	8. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to Humber Education Trust obtaining a satisfactory Enhanced DBS Disclosure from the Criminal Records Bureau 
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	DBS Disclosure


