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Recruitment and Onboarding Officer	

Reporting to: 	Head of Talent

Salary:		   £33,419.00	

Location: 	Hybrid with a London office presence required twice a week.

Hours and Basis:	Fixed term contract , 35hrs per week.	

About this role:

Ensuring Place2Be is successful in recruiting to roles nationally enables us to deliver our important work of ensuring no child faces mental health issues alone. This role supports hiring managers with creating and running successful recruitment campaigns and onboarding new candidates seamlessly and compliantly into the charity. We are dedicated to safe, inclusive values-based recruitment and you’ll be a gatekeeper of this ensuring all campaigns meet our safeguarding, equity, diversity and inclusion aims at all times. You’ll work with speed and accuracy to ensure the candidate experience is second to none and those successful are onboarded smoothly, efficiently, and compliantly.

Key Responsibilities:

Recruitment
· Provide guidance and support to hiring managers on the recruitment lifecycle including the offer process and using the ATS effectively.
· Support hiring managers with writing inclusive job descriptions, shortlisting questions, adverts and 
assessments. 
· Manage all campaigns ensuring approval processes are managed between teams, job adverts are uploaded 
correctly to relevant sites, candidates are pre-screened and moved through the various stages of the 
recruitment processes and receive timely feedback.
· Manage the redeployment process ensuring redundancy situations are minimized through transparent and 
well managed recruitment processes.
· Work with integrity by upholding the principles of the recruitment and DBS policy at all times.
· Provide ad-hoc support to interview panels as required.
· Take a creative approach in supporting to fill ‘hard to fill’ roles utilizing tools such as LinkedIn ‘recruiter’.


Onboarding
· Manage the onboarding process to ensure all pre-employment checks including right to work, DBS/PVG, safeguarding, references, health declaration, memberships, and qualifications are completed, checked and approved. 
· Liaise with line managers to ensure offer details have been entered correctly onto the Applicant Tracking System (Eploy). 
· Create contracts of employment, offer letters and other contractual details ensuring they are accurate, comply with internal policy or process and relevant legislation.   
· Ensure data from the ATS is transferred correctly to the HR Management System and all manually added data has been entered to ensure a full employee record so that the People team colleagues have the correct details to process monthly payroll. 
· Work with perseverance to effectively onboarding deadlines using your intuition and creativity when needed to keep things on track. Keep new starters and line managers aware of any issues that might compromise agreed start dates. 
· Compile new starter information ready for payroll checks on a monthly basis.
· Organise induction and clinical training for new starters. 


General
· Administer the process to ensure all new hiring managers complete safer recruitment training.
· Continual review and evaluation of existing processes and systems to identify and recommend improvements, escalating issues to the Head of Talent.
· Build and maintain collaborative working relationships across Place2Be to support the establishment of recruitment as a professional support function in particular with the wider People & Culture team and IT.
· Ensure hiring managers complete and return all required recruitment documentation (e.g., short-listing grids and interview notes) and ensure these are uploaded to the ATS (Eploy).

This job description broadly outlines the job duties and responsibilities but may be required to undertake other duties from time to time as appropriate.


What you will need:
· Experience of managing recruitment and onboarding processes previously.*
· Working knowledge & experience of applicant tracking systems, online HR systems and Excel.*
· Experience of working in a high- volume processing environment with the ability to maintain attention to detail and accuracy of work.*
· The ability to create compelling job advertisements, inclusive job descriptions, interview questions, and assessments.
· Ability to influence others effectively to ensure successful and compliant recruitment and onboarding outcomes/ strong interpersonal and stakeholder management skills.
· To be proactive and able to work independently, highly motivated with a strong sense of ownership.
· To be able to adapt to changing priorities working on your own initiative to deliver against Service Level Agreements.
· Strong sense of customer focused delivery of work.
· Flexible and collaborative approach, willing to support colleagues within own team and cross-functionally, when required.
· An awareness of relevant employment law related to recruitment and UK right to work requirements.
· A commitment to uphold Equity, Diversity and Inclusion in all aspects of the recruitment process.
· A strong commitment to our values and ability to demonstrate these in your work: Perseverance, Integrity, Creativity and Compassion. https://www.place2be.org.uk/about-us/our-work/our-mission-vision-and-values/. 

* Indicates the minimum criteria needed to be considered for a guaranteed interview under the disability confident scheme.
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