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	Job Title:
	Human Resources Recruiter
	Job Category: 
	

	Department/Group:
	
	Job Code/ Req#:
	

	Location:
	
	Travel Required:
	

	Level/Salary Range:
	
	Position Type:
	[i.e.: full-time, part-time, job share, contract, intern]

	HR Contact:
	
	Date posted:
	

	Will Train Applicant(s):
	
	Posting Expires:
	

	External posting URL:
	

	Internal posting URL:
	

	Applications Accepted By:

	Fax or E-mail:
(425) 555-0123 or someone@example.com
Subject Line:
Attention: [Recruiting or HR Department RE: Job Code/Req# and Title]
	Mail:
[Recruiting Contact or Hiring Manager]
[Department, Company Name]
[P.O. Box]
[Street or Mailing Address with ZIP Code]

	Job Description

	Position Description
The Corporate Human Resources Recruiter is responsible for delivering all facets of recruiting success throughout the organization. This will be accomplished through the development of local and national recruiting plans, employing traditional sourcing strategies and resources as well as developing new, creative recruiting ideas. The Corporate HR Recruiter will play a crucial role in ensuring we are hiring the greatest possible talent.
HR Recruiter Primary Objectives
· Develop and Execute Recruiting Plans
· Network Through Industry Contacts, Association Memberships, Trade Groups and Employees
· Coordinate and Implement College Recruiting Initiatives
· Administrative Duties and RecordKeeping

Develop and Execute Recruiting Plans
Work with Hiring Managers on Recruiting Planning Meetings
Create Job Descriptions
Lead the Creation of a Recruiting and Interviewing Plan for Each Open Position
Efficiently and Effectively Fill Open Positions
Conduct Regular Follow-Up with Mangers to Determine the Effectiveness of Recruiting Plans and Implementation
Develop a Pool of Qualified Candidates in Advance of Need
Research and Recommend New Sources for Active and Passive Candidate Recruiting
Build Networks to Find Qualified Passive Candidates
Post Openings in Newspaper Advertisements, with Professional Organizations, and in Other Position Appropriate Venues
Utilize the Internet for Recruitment
· Post Positions to Appropriate Internet Sources
· Improve the Company Website Recruiting Page to Assist in Recruiting
· Research New Ways of Using the Internet for Recruitment
· Use Social and Professional Networking Sites to Identify and Source Candidates

Network Through Industry Contacts, Association Membership, Trade Groups and Employees
· Locate and Document Where to find Ideal Candidates
· Aid Public Relations in Establishing a Recognizable “Employer of Choice” Reputation for the Company, Both Internally and Externally
· Communicate with Managers and Employees Regularly to Establish Rapport, Gauge Morale, and Source New Candidate Leads
· Create Contacts within Industry
· Attend Local Professional Meetings and Membership development Meetings
· Maintain Regular Contact with Possible Future Candidates
Coordinate and Implement College Recruiting Initiatives
· Coordinate College Recruiting Initiatives
· Attend Career Fairs for Recruiting and Company Recognition
· Develop Working Relationship within Colleges to Aid in Recruiting
· Give Presentations at Colleges, Attend Student Group Meetings, and Increase College Awareness of the Company Before and After Career Fairs
Administrative Duties and Record Keeping
· Manage the Use of Recruiters and Headhunters
· Review Applicants to Evaluate if They Meet the Position Requirements
· Conduct Prescreening Interviews
· Maintain all Pertinent Applicant and Interview Data in the HRIS (Human Resources Information System)
· Assist in Performing Reference nan Background Checks for Potential Employees
· Assist in Writing and Forwarding Rejection Letters
· Assist in Interviewing and Selecting Employees Onsite
· Assist in Preparing and Sending Offer Packages
· Assist in Preparing and Sending New Employee Orientation Packages
· Perform Other Special Projects as Assigned 
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	Reviewed By:
	
	Date:
	

	Approved By:
	
	Date:
	

	Last Updated By:
	
	Date/Time:
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