Arc of Onondaga County

Position Description

	Recruitment Specialist

	

	Number
	611
	Status
	Salaried Non-Exempt
	Date
	11/08/19

	CFR
	690

	This Position is assigned to one or more of the following Departments.

	Human Resources


Summary

The Recruitment Specialist is responsible for developing, coordinating, and implementing a marketing and recruitment, program and strategy that ensures availability of qualified applicants.  Employs traditional sourcing strategies as well as develops and implements new creative development ideas.  The Recruitment Specialist will provide guidance and consultation services to managers, staff, and recruits.  Reports to the Director of Human Resources.  
Requirements

1. Manages full cycle recruiting process to meet the various staffing goals across all levels within multiple business units.  

2. Performs as administrator for applicant tracking system including updates, maintenance and follow up on candidates, as well as assists Agency supervisors with any questions on the system.

3. Develops recruitment campaign to ensure a pool of quality candidates.

4. Develops and implements pro-active sourcing strategies to ensure on-going pipeline of external candidates.

5. Researches, coordinates and participates in all recruiting related activities. 
6. Prescreens candidates for supervisors. 
7. Partners with supervisors to forecast and develop plans for staffing initiatives. Analyzes, responds to and resolves recruitment issues.

8. Creates and implements Employment Marketing Strategies to attract passive job seekers.  

9. Performs salary analysis as requested by Human Resource Director or Executive Director.

10. Maintains and promotes employee referral and incentive programs as needed.

11. Establishes and maintains relationships with community groups that align with Arc of Onondaga’s mission and educational institutions.

12. Coordinates Agency internship programs including onboarding of all interns.

13. Creates and places job recruitment ads in various publications, online job boards and Arc of Onondaga social media sites.

14. Assists with the creation/review of training manuals, HR manual, employee handbook and job descriptions.  

15. Develops trainings and materials related to recruitment, the applicant tracking system, and recruitment strategies. 
16. May assist with the HR portion of New Hire Orientation.

17. Creates and maintains various recruitment, retention and staffing reports for Executive Director and Human Resources Director.  

18. Possesses knowledge of and experience in recruitment and laws to assure proper and legal hiring techniques.

19. Supports the Goals and Mission of Arc of Onondaga County.  Ensures that communications and personal performance reflect the Agency’s commitment to teamwork, compliance with policies and procedures and respect for consumers and staff.

20. Attends and participates in required Arc meetings, staff development, training programs and agency committees as assigned.
21. Participates in various human resources related organizations.

22. Establishes and provides clear and legible documentation and compliance records required by Arc and other government agencies.

23. Conducts all agency business and complete job responsibilities in accordance with agency Code of Conduct and Corporate Compliance Plan.
24. Provides other job-related support and services to other Human Resource staff as assigned by the Director of Human Resources.

Note – Requirements 1 - 23 are Essential Job Requirements

Recruitment Specialist
Education & Experience Requirements

· Bachelor’s Degree in human resources, marketing, or human services.

· Minimum of two years of experience in either recruitment or marketing, or 2 years’ experience within an OPWDD organization.

· Combination of education and experience which, in the judgement of the employer, equals above standards.
· A valid NYS driver’s license and a driving record acceptable to the Agency’s insurance carrier
Technology requirements

Familiarity with Microsoft Office Suite including Internet Explorer, Outlook, Word, Excel, Access and Power Point.  . Ability to maneuver and enter data into systems and  databases. 

Instruction & Safety

The job requires specific levels of responsibility for the safety of the incumbent and people interacted with on a daily basis.  Safety requirements and decisions reflect agency or legal requirements that are above and beyond generally accepted practices and procedures for personal safety the safety of other staff, and applicants. 

Physical Demands & Working Conditions

Work requires minor physical exertion with incidental or no adverse environmental conditions.  The need for physical stamina, endurance, and physical manipulation are limited.  Body movement usually involves sitting and intermittent walking and standing.

Responsibility for Resources

The job requires responsibility for resources. The incumbent may be responsible for costly specialized equipment or supplies, substantial amounts of cash or other significant assets.  The staff member has a moderate amount of control over these resources.  Problems and decisions associated with these resources may be complex, and can impact an operating unit or department.  The volume of resources may vary, but the level of difficulty in dealing with these resources is uncomplicated.

Supervisory Responsibilities

No responsibility for direct, immediate supervision.  Job duties may include directing, assisting and coordinating the work of others to complete assignments and job functions.  

