Role and responsibilities
	Identity



	Position title
	Resourcing Assistant

	Date
	December 2015

	Line Manager title
	Resourcing Manager

	Grade
	12




	Purpose



(the ‘why’ of the position, within which limits and according to what objectives)
	Why
	To facilitate the Recruitment Processes for SUEZ via the Harbour/MKH system and social media and source suitably qualified candidates via CV database searches.

	Within
	The limits of authorisation laid down by the Company’s policies and procedures

	According to
	The HR Recruitment & Resourcing Strategy. 





	Ideal candidate experience



Excellent organisational skills and have the ability to effectively coordinate multiple activities 
Possess up to date knowledge on recruitment legislation, best practice and the latest sourcing/search techniques and tools
Ideally you will be an experienced Recruitment Administrator, Recruiter or Resourcing Advisor dealing with multi-site organisations.
Knowledge and experience of using Candidate Management systems is desirable
Proficiency with social media, including Linkedin
Resilient and able to overcome objections constructively 
Experience of cold calling would be advantageous
A great telephone manner and comfortable screening candidates and feeding back decisions.
Proficient in the use of Word and Excel, able to create and manipulate spreadsheets.
Open and selling communication style. 
Experience of influencing decision makers at all levels of the organisation.
HR generalist experience would be advantageous.
Ideally educated to A Level standard.

	Area one - Communciation



	Details
	Delivery measure

	Be the first point of contact for all SUEZ resourcing queries, both internally and externally.
Discuss each vacancy in full with the recruiting manager at all levels to be able to perform CV database searches and sell role to suitably qualified identified candidates.
Instigate contact with identified candidates from CV search via phone and email, screen candidates against the Recruiting managers JD/shortlist and invite to interview if appropriate.
Deal effectively with speculative job enquiries from candidates and ensure they are forwarded to the appropriate managers.
	

O&A

KPI’s

	In order to
	ensure effective dialogue with all stakeholders 




	Area two - Internal Customer



	Details
	Delivery measure

	Inform Managers weekly of the number of applications per vacancy and discuss and recommend alternative routes and options to resourcing the vacancy should it be deemed necessary Support recruiting/HR Managers with queries relating to recruitment.
Provide recruiting managers with recruitment suite tools relevant to the job role.
Proactively review application quality for each role and make judgement call on whether further intervention is required.
	
P&L/KPI’s

Customer Survey

	In order to
	to maximise co-operation
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	Area three - Profitability



	Details
	Delivery measure

	Ensure that all vacancies are posted to the appropriate job boards and websites as agreed with the recruiting Manager and in line with the Recruitment budget.
Work with the Resourcing Manager and Recruiting Managers to reduce the time to Hire and the cost per applicant recruited.
	
P&L

KPI’s

	In order to
	achieve the financial targets and other KPI’s.



	Area four - Administration



	Details
	Delivery measure

	Administrate, via the electronic candidate management system, SUEZ’s recruitment process from approval of the recruitment Request to acceptance of the completed contract request form. 
Comprehensive and diligent posting of vacancies to Job boards, review of application numbers, sending applications to managers, inviting/rejecting the appropriate candidates in line with the Recruiting Manager’s request.
Create the weekly vacancy bulletin and distribute to the appropriate managers.
Support the Resourcing Manager with the ongoing administration of the Roles and Responsibilities management.
To ensure outdated materials are deleted  from the above records (eg old JDs etc) and that all users are kept aware of the latest versions
To provide  statistical reports as designed by the Resourcing Manager on set dates
To be an ‘expert’ user on the Harbor/SUEZ electronic recruitment/candidate management system.
To develop and maintain the SUEZ use of social media as a recruitment tool, specifically LinkedIn.
Analyse and review the SUEZ internal HR recruitment procedures with the Resourcing Manager and make recommendations for developments/improvements.
Create and manage a database of suitable applicants for longer term prospecting. 
	


Monthly reporting/KPI’s

Weekly reports

Monthly reports

Audit

KPI’s


	In order to
	ensure the accuracy and timeliness of information and data




	Area five - Legislative Compliance



	Details
	Delivery measure

	
To continually review SUEZ application forms, monitoring forms etc for appropriateness to the needs of the business and in line with current legislation.
	
P&P

	In order to
	protect our customers, our employee’s, the environment and the company reputation.




	Area six - Company Ambassador



	Details
	Delivery measure

	Act as a brand ambassador, both internally and specifically externally, and understand the importance of delivering a great candidate experience throughout the recruitment process.
Represent SUEZ on LinkedIn as the ‘job poster’ and the contact/follow up to identified individuals and discussion groups in a professional manner.
	
Over & Above

	In order to
	represent the company in a professional manner at all times





	Please note



1. In line with our Values and Ethics Charter, the job holder is expected to:
Act in an honest, responsible and respectful manner to others.
Be responsible for their own professional conduct.
Comply everywhere and in all circumstances with the laws and regulations connected with their activities.
Comply with our obligations to other parties such as shareholders, associates, clients, suppliers and the community.
Ensure the health, safety and wellbeing of employees, customers and other personnel at all times.
The content of this job description reflects the main duties and responsibilities of the job and are not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion.
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