LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Recruitment  Advisor
	Grade: SO2

	

	Reports to 

(Designation):
	Resourcing Manager/HR Manager Advisory Services
	Grade:
	

	Directorate:
	Resources and Regeneration
	Section:
	Resources HR/HR Advisory Team


___________________________________________________________________
Main Purpose of the job: 

To provide a proactive, comprehensive, customer-focussed end to end, recruitment service to all Council Departments and external customers.

Provide advice on redeployment, recruitment and contract and clearance issues to employees, managers and customers in accordance with policy, procedures, best practice and accepted standards
To take responsibility for the day-to-day supervision of recruitment assistants and any apprentices.

To act as DBS counter signatory.

To be responsible for ensuring that the Council meets all immigration legislation in relation to employment, providing advice and maintaining an accurate database of evidence of compliance.
_______________________________________________________________
Summary of Responsibilities and Personal Duties:

Delivery of a best practice, comprehensive and cost effective recruitment and selection service to all managers across the Council  

To deal with all recruitment queries (permanent, temporary and agency) from recruiting managers, redeployees, employees, members of the public and applicants/prospective employees as fully as possible.  It will include providing comprehensive advice and guidance, and only referring the matter to the HR Recruitment Manager where necessary. 

Ensure all queries are dealt with in an effective and efficient manner advising customers on all aspects of recruitment and selection, including redeployment, agency work, and pre-employment checks and assist them in completing the appropriate documentation as necessary.

To keep abreast of relevant employment legislation relating to recruitment, agency worker regulations and  contracts and clearance matters. 

Maintain effective electronic and manual records assisting with the gathering and collation of management information and statistical reports as directed.

To ensure that all temporary, agency, and permanent vacancies are cleared for redeployment prior to advertising.

To give advice to recruiting managers with regards advertising and advertisements in areas such as legal compliance, branding and accuracy and to collate information and ensure appropriate processes have been followed ,.

Advise recruiting managers on advertising options and publicise advertisements as agreed, whilst liaising with the advertising agency and hiring manager and ensuring the appropriate financial authorisation has been sought. 

Obtain approval to appoint the successful candidate from the recruiting manager and ensure that unsuccessful candidates are informed.

To ensure that all contracts of employment are issued correctly and in  accordance with legislative timescales

To be responsible for deciding which clearances to obtain, drawing up, monitoring and renewing contracts of employment, ensuring that the recruitment administrator processes correctly.  

Ensure that the appropriate number of references is sought and identify any gaps in employment history. Also ensure that all references comply with Lewisham’s safeguarding strategy.
To undertake the day-to-day supervision of any Recruitment Assistants and any apprentices in the team, including their guidance, support and mentoring.  To assist the Resourcing Manager/HR Manager Advisory Services with the completion of the PES process as necessary for recruitment staff
Act as the Council’s DBS Contersignatory, ensuring that all applicants are cleared to start in accordance with the Councils DBS policy.  

Responsible for the completion of all paperwork in relation to Visa’s ensuring that all applications comply with Home Office guidelines. 
Maintain a comprehensive data base to track all applicants to ensure that they have the appropriate documentation to work/remain in the UK. 

Provide accurate and up-to-date advice and guidance to managers on applicants eligibility to work in the UK.

Ensure that all relevant employment clearances are received for successful candidates making sure that recruiting managers are satisfied with clearances obtained

Assist with project work relating to recruitment and retention initiatives.

To contribute to the development and maintenance of the HR systems and databases.

To ensure that all administrative processes are effective and capable of delivering an efficient and responsive HR Recruitment service.

To provide management information and statistical data on recruitment to Heads of Service, government departments and other outside agencies.  

Participate in the running of recruitment events and fairs

Assist in the organisation of the ‘Welcome to Lewisham’  sessions..

Ensure all vacancies eligible to re-deployees are advertised correctly, update the appropriate re-deployment spreadsheet to track all re-deployment jobs, and arrange all re-deployment interviews with the appropriate manager and HR representative.

Maintain awareness of current professional HR issues in order to continuously improve service delivery, policy advice and your own practice.  

To provide financial and statistical information  and present it in a word or excel format. This may include responses to FOI requests and Councillor questions.

Agency Recruitment

To liaise with the agency provider’s on-site team in relation to day to day issues raised by candidates, recruiting managers, and third party agencies.

Deal with off contract suppliers in relation to supplying agency workers. This to include but not limited to: negotiating agency pay & charge rates, agreeing Terms of business, and collating and authorising compliance documents for off contract agency workers.   

Liaise with the Councils HR business Partner and agency on-site team in relation to DBS clearances.

Monitor the usage and expenditure of Interims and consultants by updating monthly spend reports and collating details about current Interims and consultants.

Respond to FOI’s and Councillor Questions in relation to agency and Interim & consultants data.

Give advice to managers on managing agency workers. 

Distribute the monthly management information to internal managers and deal with any associated queries, including the updating of the cost code look up table. 

Internal Contacts: These include- Managers, Finance, Payroll, Communications, Other HR Colleagues, Legal Services, Audit & Risk and Technology & Change
External Contacts: This will include; External Suppliers such as REED, Applicant Tracking System Provider, Advertising Agencies, Home Office, Ministry of Justice, other Local Authorities, e-Bulk provider (Atlantic Data) and Capita.
To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 


Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:  NONE
Title:





Grade


No of posts

Number of partially managed staff:

Title:
Recruitment Assistant



Grade
 SC4

No of posts 2
PERSON SPECIFICATION
JOB TITLE:
Recruitment Advisor


POST NO:
DEPARTMENT:
 Resources & Regeneration

GRADE:  SO1
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.





S
Knowledge

· Up to date working knowledge of recruitment procedures and the

S
application of terms and conditions of employment
· An understanding of best practice for permanent and agency recruitment

· Knowledge of employment legislation pertaining to contractual 


S

legislation, redeployment, agency worker recruitment and immigration law and the rehabilitation of offenders in relation to employment.
· Knowledge of social media and how it is used effectively in a recruitment environment    
Aptitude

· Ability to apply information technology solutions to recruitment processes
· Ability to continuously develop and review operational recruitment 

      and redeployment processes
· Ability to analyse and interpret statistical data
· Ability to manage recruitment activities in a large organisation
· Ability to achieve consistently high performance in delivering services
· Ability to develop and maintain good, productive working relationships

     with line managers, directorate personnel, external partners and contractors
· Ability to design and deliver presentations to groups 




     e.g. workshops and also individuals

Skills

· Good Information technology skills
· Excellent communication skills
· Good interpersonal skills
Experience

· Worked in a recruitment and selection capacity in a busy office  environment   S
· Experience of dealing with all aspects of recruitment - permanent, 



           temporary and agency  S
· Of undertaking small projects, working to given deadlines within specific 
      terms of reference with minimum supervision
· Experience of using an Applicant Tracking system for processing recruitment 
      applications
  
S
· Experience of using Microsoft office – in particular Word and Excel

S
· Experience of being able to produce a range of complex Management
           Information clearly and concisely      S
· Experience of working on own initiative in a pressurised and complex
      environment  effectively managing a busy workload, working  to deadlines
      and planning and prioritise own work and others to meet objectives  S
General Education

Good level of numeracy and literacy
Personal Qualities

· Flexible and adaptable approach to work

· Good team player to ensure a seamless service is provided to customers

· Able to maintain confidentiality in all circumstances

·  Be confident and assertive with managers and make appropriate decisions

· Good attendance and conduct

· Good attention to detail when compiling statistical or written data 
· A commitment to achieving change and challenging existing practice

Circumstances
Able to cover the office 8.30am to 5.30pm
Able to attend evening meeting as required

Able to travel outside the borough when required
Post holder will be required to be a DBS Contersignatory 
DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.
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