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Role Profile

ROLE TITLE
:               Recruitment Team Leader

	REPORTS TO: 
HR Operations Manager
	Grade: 10 

	DIRECTORATE: HR & OD
	NO OF DIRECT REPORTS: 2

	DBS REQUIRED: N/A
	LEVEL OF DBS: N/A

	QUALICATIONS REQUIRED: Relevant experience /CIPD.


	PRIMARY PURPOSE OF THE ROLE:

	To deliver high quality cost effective recruitment services to Nacro working with managers and managing the in house Recruiters.


	KEY RESPONSIBILITES:

	· Identify, implement, and manage successful recruitment strategies ensuring the approaches adopted mirror best practice.
· To manage a small team of in house Recruiters.
· Build relationships and proactively liaise with managers to understand resource requirements within the organisation.
· Enable Nacro to recruit the skills and expertise required in a fair, transparent, timely and cost effective manner.

· Manage the temporary agency worker contract and requests to ensure timely provision of agency temps and cost control. 
· Manage the media, jobs board and advertising budgets for Nacro.
· Manage the relationship with external recruitment agencies where required


	PEOPLE MANAGEMENT

	· Lead team by example by upholding Nacro’s values and behaviours and translating those into everyday activity. Be prepared to make difficult decisions and support direct reports to make difficult decisions. 
· Own and set direction for a team/direct reports to deliver the organisational and local priorities.
· Take responsibility for the communication of organisational and local messages through regular and effective team meetings.
· Set clear objectives and performance targets for each direct report using the appraisal process and monitor through regular one to ones.

· Work collaboratively across Nacro and with external stakeholders ensuring that you and your team provide a good service.

· Challenge direct reports to continually consider better ways of delivering outcomes for their service users/learners. 
· Provide development and support to your direct reports to ensure their effectiveness and wellbeing.

· Take responsibility for all aspects of people management including managing the recruitment, attendance, conduct and performance of direct reports using the appropriate policies and procedures.
· Recognise and reward positive behaviours and contributions from direct reports consistently and encourage innovation. 


	PROFESSIONAL & TECHNICAL EXPERTISE

	· Ensure that Recruiters act as the first point of contact for managers and provide advice to managers on all aspects of recruitment.
· Support role design/redesign and job evaluation process. 
· Coach/train hiring managers and members of the HR team on best practice in relation to recruitment.
· Contribute to the on-going use of systems to support recruitment. 

· Contribute to the ongoing development and review of all recruitment and pre employment screening policies and procedures, ensuring they comply with UK government regulations relating to identification and criminal records checks and UK employment law. 
· Develop attraction materials and strategies to promote Nacro and ensure that all vacancies including hard to fill vacancies are filled. 
· Deliver monthly KPIs to track recruitment performance.


	ORGANISATIONAL PERFORMANCE AND COMPLIANCE

	· Ensure that all the required health & safety checks are undertaken in person or by direct reports, taking any necessary remedial action. 
· Set team performance targets as agreed with your manager and ensure that they are delivered including working within income and budget targets.
· Ensure that you and your team maintain up to date records via relevant and appropriate systems within specified timeframes and produce reports as required.
· Positively promote and represent Nacro at all times, building strong relationships with colleagues to work as part of an integrated team focused on meeting the needs of services users/learners.
· Adhere to Nacro’s Safeguarding and data policies and procedures at all times and comply with legislation and statutory duties and data controls protocols and ensure that your team understand and deliver their responsibilities. 

· Promote and carry out all responsibilities with full regard to Nacro’s Equality and Diversity Policy and ensure that your team do the same.
Your duties may vary from time to time within the broad remit of your role and grade. You are required to undertake any such reasonable and appropriate duties.


	Line Manager/Head of Dept:
	L. Jones 

	HR Business Partner:
	C. McIntyre 

	Date:
	1st June 2020

	Profile review date:
	10th September 2020



[image: image1][image: image2.png]Nacro



