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Job Profile


	Job Title:	
	Talent Acquisition Co-ordinator 	Location/Service:

	Hesley Hall
	Department:
	People – Talent Acquisition
	Reports To:
	Head of Talent Acquisition
	Responsible For:
	N/A
	Budgetary Responsibility:
	N/A

	Level of DBS Check Required:
	Basic
	Expected Regulatory Responsibility:
	N/A

	Does the role require travel to multiple sites?
	No

	Purpose:

	To support Talent Acquisition activities in relation to the on-boarding of new colleagues and updates to contracts for internal moves for existing colleagues. To support the Talent Acquisition team with arranging and co-ordinating interviews and supporting the Talent Acquisition strategy through research activities. 


	Key Role Responsibilities/Accountabilities:

	Ensure all new starters receive an excellent experience during their onboarding process, through timely, efficient and professional customer focused interactions.
Ensure all required vetting is carried out following safer recruitment guidelines for external candidates and internal colleagues.
Manage the central Talent Acquisition team inbox ensuring queries are responded to in line with agreed SLA’s.
Support Talent Acquisition Partners with the co-ordination and arrangement of interviews across the organisation. 
Administer internal contracts and statements of change and updating the Home Office Sponsor Management System, where appropriate.
Manage the administration of our ATS including ensuring user permissions are up to date and carrying out data cleansing.
Develop and produce dashboards and reports including overall recruitment, Hiring Manager, onboarding and referral dashboards.
Manage the referral bonus scheme.
Manage the co-ordination of job profile updates.
Support the implementation of the overall Talent Acquisition Strategy by conducting research and assisting with co-ordination of projects.
Role model our EVP and promote Helsey Group as an Employer of Choice.
Facilitate recruitment and interview training for People Managers.
Act as a recruitment champion for Hesley Group, promoting diversity and inclusion.



N.B. The post holder may be expected to undertake additional responsibilities that are reasonably required, appropriate to grade and capability. This job description will be regularly reviewed, involving the post holder, to ensure that it continues to reflect service priorities and developments.


	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 
Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 


	Person Specification:

	Skills/Abilities:
Essential:
Excellent verbal and written communication skills with the ability to present information in various formats, eg Powerpoint, Excel. 
Able to analyse data/information and summarise and present.
High attention to detail.
Proficient in the use of Applicant Tracking Systems and Microsoft Office.
Desire to learn and for continuous improvement.
Highly customer focused. 

Knowledge:
Essential:
Knowledge of safer recruitment practices.
Right to work including visas and sponsorship/willing to work towards gaining this knowledge

Experience:
Essential:
Hands-on experience of recruitment vetting/onboarding.
Desirable:
Has worked in the Care Sector in a similar role.




	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.

Universal Attributes
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                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.
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