Lapwing		

JOB DESCRIPTION

JOB TITLE:		Recruitment Officer
REPORTS TO:	Finance & Compliance Manager
POST:	37.5 hours per week 43 weeks per year (term time plus 4 weeks with approx. 2 of these weeks to be worked during the summer holidays)
CONTRACT:		Permanent
SALARY:	£31,000 - £35,000 FTE depending on experience (Pro Rata £28,943 - £32,712) 


SUMMARY OF ROLE
The Recruitment Officer is a central office-based support role with a predominant focus on administering the full lifecycle of recruitment and onboarding, ensuring a positive experience for the candidate while maintaining compliance with company policies and employment legislation. If required, you will contribute to the broader administration and smooth running of the organisation.

The successful candidate will have strong administration, organisation and systems skills as well as good written and verbal communication skills. They will have a good understanding of IT, especially Microsoft Office packages with competent Excel skills. Ideally, they will have good working knowledge of HR systems as they will be instrumental in driving forward our objective to systemise our recruitment and onboarding processes through a new HR and payroll system. 

Previous experience of working within a recruitment environment is desirable, although full training will be provided.

This role is part of the Central Services Team providing administration and operational support to Lapwing’s education provision.


SPECIFIC RESPONSIBILITIES
Administer the full lifecycle of recruitment from the application to successful onboarding including (but not limited to)
· Recruitment and Selection:
· Promotion of vacancies and job adverts.
· Receiving and acknowledging applications.
· Screening applications and liaison with candidates.
· Recommending candidates for shortlisting.
· Arranging and co-ordinating interviews and assessment activities.
· Conducting pre-employment checks, including references and right to work verification.

· Candidate Management:
· Act as the main point of contact for candidates throughout the recruitment process.
· Provide timely communication to candidates.
· Maintain a professional and positive candidate experience.

· Recruitment Administration:
· Maintain accurate recruitment records and applicant tracking systems.
· Prepare offer letters and recruitment documentation.
· Ensure recruitment files are compliant and up to date.
· Completion of DBS and teacher prohibition checks.

· Compliance and Policy:
· Ensure recruitment practices comply with employment legislation, equality standards, and company policies.
· Promote fair and inclusive recruitment practices.
· Maintain confidentiality of candidate and employee information.
· Update and continually maintain the Single Central Record and Staff Training Log.
· Onboarding and Induction:
· Coordinate and manage the onboarding process for all new starters including liaison with external IT support for the setting up of new user IT accounts, and purchase of laptops.
· Ensure that laptops and phones are set up with the correct applications and be point of contact to resolve issues using third party IT support arrangements that are in place.
· Prepare and issue onboarding documentation and employment paperwork.
· Ensure all pre-employment checks and compliance requirements are completed before employment commences.
· Maintain regular communication with new employees prior to their start date.
· Support new employees through their onboarding experience.
· Maintain accurate onboarding records and employee files.
· Continuously review and improve onboarding processes to enhance the employee experience.
· Maintain accurate training records, ensuring staff training is completed in a timely manner (and for existing staff where training is cyclical).


GENERAL ACCOUNTABILITIES
Undertake such other duties as may reasonably lie within the scope of this post to ensure the effective administration of Lapwing’s operations including the renewal of DBS certificates for existing staff.

This job description is not necessarily exhaustive and may be subject to review by the CEO in conjunction with the post holder.


