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Job Description 

	Post Title: Talent Acquisition Advisor
	Post Reference: JD124
	

	Summary of the Role: 

The Talent Acquisition Advisor will support the Talent Acquisition Team in delivering an effective and efficient recruitment service. This role will be aligned to designated business areas, managing a varied portfolio of vacancies up to manager level across 2gether Support Solutions. 

The role holder will work closely with Hiring Managers, providing them with a regular pipeline of relevant candidates for their vacancies. They will be managing the full end-to-end recruitment process, and the day-to-day role will be highly varied. They must be able to work independently and prioritise workload.

[bookmark: _GoBack]The role holder will also be expected to assist in the on-going development and optimisation of the recruitment processes and the development of the ATS.

	Reports to: 
Talent Acquisition Manager 



	
	Base / Location: 
William Harvey Hospital, Ashford OR 
Kent and Canterbury Hospital, Canterbury 


	Key Responsibilities
	Working Relationships & Contacts

	
· Manage the end-to-end recruitment process from requisition to offer, and support onboarding through to start date
· Screen and shortlist applicants, coordinate interviews, and manage candidate communications and feedback.
· Partner with Hiring Managers to understand workforce needs, providing advice on sourcing strategies to ensure a diverse pipeline of candidates.
· Manage the ATS, ensuring accurate data, compliance, and an efficient candidate journey.
· Ensure all internal and external clients are provided with an excellent level of customer service.
· Ensure all recruitment activity complies with organisational policies, safeguarding requirements, and right-to-work legislation.
· Continuously review and optimise recruitment processes, identifying improvements and driving best practice.
· Monitor performance information, identifying and escalating issues and concerns where appropriate.
· Support 2gether branding initiatives by attending career events and writing compelling job adverts and social media posts.
· Support and provide advice on temporary staffing.

	Managers and staff
Leadership team
External suppliers (recruitment agencies, temporary staffing suppliers etc.)
Compliance team



	Job Dimensions:
Problem solving, decision making, impact, resource management including value, working environment, responsible for staff & equipment) 
· 
	Performance measures and KPIs

	
· Contribute to the on-going development and optimisation of the recruitment processes. 
· Manage and co-ordinate diaries and availability.
· Play a key role in the delivery of an effective and efficient recruitment process. 
· Filter candidates using the necessary role requirements, making effective and appropriate decisions in a timely manner. 
· Provide support to Hiring Managers.

Travel to all East Kent Hospital sites will be required. 

	





	Person Specification:
(Please state Essential (E) or Desirable (D)


	Knowledge & Skills:

Strong work ethic and enthusiasm (E) 

Excellent time management and prioritisation skills (E)

Excellent relationship management skills (D)

Comfortable conversing on phone calls (E)

Highly literate; able to create quality advertisements and write concise and accurate job descriptions (E)

Ability to make timely but well-considered decisions (D)

Knowledge of recruitment processes (E)

Knowledge of resourcing techniques (E)

Diary and availability management skills (E)

Proficient IT skills (E)
	Experience

Prior recruitment experience (E)

Experience managing a varied and demanding workload (E)

Experience delivering to tight timelines (E) 

Demonstrable experience communicating with senior staff and management (D)



	Qualifications

A level or equivalent educated (E)

CIPD level 3 or equivalent experience (D)
Evidence of continuous professional development (E)  
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Job Role: Essential Health and Safety information
	Does the post involve ? 
	
	
Y
	
N

	Confined Spaces?  

	A “confined space” means any enclosed place, such as may need to be accessed by Estates staff for maintenance such as loft spaces, plant rooms or flues.

	
	N

	Driving?

	This means driving a Trust Vehicle, Passenger Carrying Vehicle or transporting patients in own vehicle for work purposes. It does not include commuting or driving between places of work

	
	N

	Exposure to Substances Hazardous to Health?
	This is where risk assessments have identified known health hazards. For example designated latex glove user, formalin, PMMA use. 
	
	N

	Hand Arm Vibration Exposure?
	This includes hand held tools such as drills, saws and other power equipment. This is likely to include employees working in the Plaster Room, Mortuary, Estates and Orthopaedic Surgery.

	
	N

	Hand Washing? 
	This means washing hands 20 plus times per working day.

	
	N

	Lone Working?  

	This means employees who work by themselves without close or direct supervision. Lone working may be found in a wide range of situations, such as home or community visits, working alone outside normal hours, working in remote or confined areas (such as plant rooms).
	
	N

	Manual Handling?
	This means all job roles where there are specific manual handling / patient handling requirements.

	
	N

	Night working? 
	This means regular work at least 3 hours during the agreed ‘night period’ (usually includes 11pm to 6am).

	
	N

	Noise exposure? 

	This is where risk assessments have identified noise levels under the Noise at Work Regulations 2005, and is likely to include areas where ear protection is needed or workers regularly have to shout to communicate due to background noise.
	
	N

	Work at heights?

	A place is ‘at height’ if a person could be injured falling from it. This includes working on ladders, up scaffold or any other apparatus. It may also apply to staff who regularly have to stand on kick-stools or steps for significant periods of time to retrieve items/ notes from high shelving.
	
	N
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