
 

 
JOB DESCRIPTION 

 

1. JOB  DETAILS 

 
Job Title: 

 
Recruitment Officer 

 
Service : 

 
Human Resources Transactional Team 

 
Service Group: 

Human Resources 

 
 

 
 

Reports to:  (job title): 
 
Direct staff reports: 
(Job Titles): 
 
Total number of staff 
managed: 
 

HR Transactional Manager 
 
0 
 
0 

 
Working Pattern: 

 
Monday to Friday  

 
Salary Grade: 

11 

  

 
Date Job Description 
Approved  
 
Date Job Evaluated   
 
JE Reference  Number: 

 
 
 
 
 
 
 
 

 

2. Main Job Purpose   
 

To strategically plan and facilitate the recruitment of staff for the organisation.  To research and 

evaluate the most effective recruitment strategies and to develop and upskill hiring managers and to 

oversee the implementation of these strategies.  

This role will use recruitment trends and market information, together with their own expertise to 

respond to organisational recruitment needs and provide effective solutions to recruitment and 

retention difficulties.   

This role will make use of Framework’s in-house HR system (iTrent) and play a key role in the 

development and use of the online recruitment tool. This will include reporting, process mapping, on-

boarding and overseeing system improvements.  

 
3. Main Job Duties and Responsibilities 
 



 

 To manage Framework’s organisational recruitment practice; liaising with managers, 

reviewing advert content and recruitment methods, overseeing the on-boarding process, 

gatekeeping Framework’s Establishment etc.  

 To support and guide hiring managers; providing a bespoke recruitment service and listening 

and responding to recruitment difficulties and service needs, using organisational knowledge 

to inform decision making and finding solutions to recruitment challenges.    

 Provide recruitment training and development for managers and providing written materials 

 To ensure Framework’s recruitment  system (iTrent) is fit for purpose; making 

recommendations for changes and improvements and managing any developments to the 

system 

 Reporting on key organisational recruitment information through iTrent and other relevant 

systems.   

 Using external information and expertise to influence Framework’s recruitment strategy and 

its implementation; legislation, trends, economic factors, sector influences, social media etc.  

 

 
4.GENERAL RESPONSIBILITIES 
 

 Promote a “no blame” and “can do” culture. 

 Continuously explore and champion opportunities for improvement and challenge the status 

quo. 

 Promote a climate of equality for all 

 Maintain organisational, client and colleague confidentiality. 

 Be honest and transparent at all times. 

 Be familiar with and demonstrate adherence to Framework’s organisational and service 

specific Policies and Procedures. 

 Adhere to the Organisations Code of Conduct 

 To understand and actively promote the Organisations values (Respond/Respect/Empower)  

 Identify your own development needs and actively seek opportunities to expand your 

knowledge, skill and experience to meet the developing needs of the service.  Actively 

participate in the development of others.   

 Complete any other reasonable task delegated by line management 

 

5. BREADTH OF THE ROLE 
 
This post reports to the HR Transactional Manager and sits in the HR Transactions team. It plays a 
vital role in the day to day running of recruitment across the whole of Framework, ensuring that both 
applicants and hiring managers are receiving specialist support and expertise.  
 
The role will have strategic influence across Framework’s senior management, and will assist with 
policy development as part of the wider HR team.  
 
 

 
 

6. KEY PERFORMANCE INDICATORS 
 

 Ensuring complaints are recorded accurately and appropriate advice given  



 

 Ensuring internal and external deadlines are met  

 To ensure that the service is adequately utilitised 

 To ensure that the service is compliant 

 Improving the length of time, it takes to recruit  

 Recruiting first time/ reducing the occasions where we are not able to recruit to a vacancy  

 Improvement in retention figures 

 Improvement in the quality of candidates  

 Positive management and applicant experiences  

 Development of iTrent as a tool for supporting and implementing recruitment. 

 

 

7. KEY RELATIONSHIPS (Internal and External) 
 
Internal 
Operations Managers, Service Managers, Peers, Staff, Central Resources, all Framework services 
and managers  
 
External 
Applicants, recruitment agencies, job boards and other advertising companies, community groups, 
social media  
 
 

 
  



 

PERSON SPECIFICATION 

 
Job Title: 

Recruitment Officer 

 
Service 

 
HR Transactional  

 
Service Group: 
 

Human Resources 

Job Evaluation 
Reference Number 

 

Date completed  
 

 
Key - A = Application Form P = Pre employment checks I = Interview    T = 
Test/Assessment    
E = Essential Criteria      D = Desirable Criteria 
 
 

Factors Competence level required Where 
Evidenced? 

Essential/Desirable 

Experience 
 

Significant experience of working 
in an HR team with recruitment 
responsibility and/or managing 
recruitment processes on behalf 
of an organisation 

A,I Essential 

Dealing with complex systems 
and processes requiring 
multitasking. 

A,I Essential 

Competent user of MS 
Office(Word/Excel/Powerpoint)) 

A,I,T Essential 

Dealing with a wide range of 
customers, internal and external, 
and experienced in being able to 
convey complex information 
clearly to managers and 
employees. 

A,I Essential 

 Experience of using online 
recruitment systems  

AI Essential  

Knowledge / 
Qualifications 

REC qualification  A,D Desirable 

GCSE A-C level in English and 
Maths or equivalent  

A,D Essential 

Good working knowledge of UK 
employment law. 

A,I,T Desirable 

 Knowledge/understanding of how 
effective recruitment services 
underpin the successful delivery 
of to an organisation.  

A,I Desirable 

Skills/Abilities 
- Interpersonal 

Maintain a high level of 
confidentiality and discretion 
when giving and receiving 
information and have a 
commitment and good 
understanding of customer care 

A,I,T Essential 



 

 Ability to effectively communicate 
with a range of audiences both 
internal and external. Convey 
complex information clearly and 
succinctly. 

A,I Essential 

 Ability to communicate and work 
effectively as part of a team, but 
also take responsibility for own 
work load. 

A,I Essential 

 Experience and ability in the use 
of social media in the 
management of recruitment 
campaigns 

A,I Essential  

Skills/Abilities 
– Other 

Ability to interpret, understand 
and apply terms and conditions, 
organisational policies and 
procedures 

A,I Essential 

 A technical ability to be able to 
interrogate the recruitment 
system and use analytical skills to 
find solutions to problems that 
may arise 

A,I Essential 

 Ability to prioritise a varying 
workload and problem solve 
regarding more complex or 
difficult issues to ensure 
deadlines and regulations are 
met and desired outcomes are 
achieved. 

A,I Essential 

 Work accurately and speedily 
creating, preparing and 
processing data into the 
recruitment system 

A,I Essential 

 Methodical, thorough, 
demonstrating attention to detail 
and complete tasks by deadline 

A,I Essential 

Working 
requirements 

Comply with Frameworks Non 
Smoking policy 

A,I Essential 

Ability to travel to Frameworks 
other sites when need arises 
using own or public transport 

A,I Essential 

An understanding and 
commitment to anti- 
discrimination practice in the 
workplace and in service delivery. 

A,I Essential 

Working 
requirements 
Equality and 
Diversity 
 

An understanding and 
commitment to equality and 
diversity issues. 

A,I Essential 

Values diversity, perspectives 
and culture and is able to work 
effectively with people regardless 
of appearance, sexual 
orientation, disability, marital 
status pregnancy, gender, age, 

A,I 
 
 

Essential 



 

religion, belief, racial or ethnic 
origin. 

 


