Recruitment Admin Assistant
Job description and person specification

Devon and Somerset Fire and Rescue Service

Job description

Job title: Recruitment Admin Assistant
Grade: Grade 4
Department: People Services
Reports to: Recruitment Officer
Line manager responsibilities: None
Updated: October 2024

Main purpose of job: 
To deliver an exceptional administrative service across recruitment and selection activities for the Service, ensuring that all elements of the process are high quality, effective and efficient and supports all aspects of the HR Recruitment team; to provide advice, guidance and support to managers and employees regarding Recruitment policies and procedures.

Main responsibilities and duties: 

· Operates as a Recruitment Administrator, providing accurate and relevant administrative advice, guidance, management information and support to Assistant HR Recruitment Officers, Recruitment Officer and managers across the Service on all processes and aspects of Recruitment. 

· Develops and applies continuous improvement in line with the strategic direction of HR and the Service, as guided by the Recruitment Officer and Assistant Recruitment Officer’s for the benefit of colleagues and stakeholders.

· Manages and progresses many aspects of transactional Recruitment processes relating to all steps of the Recruitment and Onboarding lifecycle using various systems including external systems.

· Deals with day-to-day Recruitment queries and advises in line with current policy and procedure. 

· Ensures that up to date information is accurately maintained on the Recruitment system to meet the needs of the Service.

· Builds and maintains effective stakeholder relationships with managers and colleagues and promotes effective employee relations with employees.

· Maintains a high level of professional customer service and collaboration with stakeholders across the Service as well as relevant external agencies and other third-party contacts, as and when required.

· Works with management information and data analytics to enhance and improve recruitment management, workforce planning and other areas of HR.

· Provides administrative assistance for the overall Recruitment function, in respect of recruitment processes and onboarding following the safer recruitment processes.

· Continuously reviews ways of working to identify and implement improvements within the Recruitment Team.

· Actively participates in the PPD process to identify personal training and development needs and to attend training events as required. 

· Consistently maintains security and confidentiality of all personal and sensitive information (whether computer based or otherwise) in line with legislation including GDPR, Data Protection Act and all related DSFRS policies.

· Performs tasks in a safe and diligent manner in accordance with Health and Safety policies and legislation.

· Actively demonstrates and promotes the Service’s core values and code of ethics in day to day practice.

· Provides support to other members of the team with other administrative duties required from time to time that are commensurate with the grade.

Service values

· We are proud to help
· We are honest
· We are respectful
· We are working together

Please follow this link to the Service Core Values Behavioural Framework

Signed acceptance of the core values of the Service and agreement that the job description is a fair and accurate statement of the requirements of the job:-

Job holder:									Date:

Job holder’s manager:							Date:

Designated senior manager (if applicable)				Date:



Person specification

Grade: 4
Job title: Recruitment Admin Assistant 

Key competencies          

Demonstrates an understanding of the key tasks of an administration role and their purpose 
Essential and measured by application and interview  

Delivers exceptional customer service and understands/identifies the necessary requirements to achieve this
Essential and measured by application and interview

Excellent communication skills (both written and verbal) to enable effective engagement at all levels of the Service, including Senior Management 
Essential and measured by application and interview 

Good level of general ICT skills, including standard Microsoft applications 
Essential and measured by application, test and interview

Experience of working in a busy environment where priorities can change and demonstrates the ability to remain under calm under pressure 
Essential and measured by application and interview

Proven organisational, time management and prioritisation skills
Essential and measured by application, test and interview


Work experience

Evidence of Recruitment administration experience
Essential and measured by application, test and interview

Experience of taking minutes or note taking during meetings
Essential and measured by application, test and interview

Experience of working with information management systems, including accurate data entry
Desirable and measured by application and interview

Experience of working with and advising on Recruitment policies and procedures	
Essential and measured by application and interview

Experience of working in a Public Sector organisation 
Desirable and measured by application and interview

Qualifications and knowledge

Sound knowledge of and commitment to Equality, Diversity and Inclusion
Essential and measured by application and interview

Good academic background, including numeracy and literacy
Essential and measured by application and interview

HR qualification (CIPD intermediate level 3 or equivalent) or evidence of equivalent knowledge 
Desirable and measured by application and interview

Personal qualities and attributes

Takes responsibility for own actions, challenges inappropriate behaviour and promotes an inclusive and respectful working environment
Essential and measured by application and interview

A flexible/adaptable approach with the ability to work efficiently and effectively, both independently and as a proactive member of a busy team
Essential and measured by application and interview 

High level of resilience and stamina, determination and confidence
Essential and measured by application and interview 

Excellent interpersonal skills with the ability to collaborate and develop successful networks and achieve successful outcomes, both within and external to the Service 
Essential and measured by application and interview

Demonstrates continued professional and/or personal development, always seeking to achieve the best possible outcome
Essential and measured by application and interview

Willingness to undergo security disclosure/vetting as required by the Service
Essential and measured by application and interview

Ability to come up with new ideas and demonstrates a methodical approach to implementing and reviewing them
Desirable and measured by application and interview

In possession of full driving licence with ability to travel to all sites within Devon & Somerset & elsewhere as required.
Desirable and measured by application and interview



Factor guides

Supervision/management of people
Level 1	Little or no supervisory responsibility other than assisting in work familiarisation of peers and new recruits

Creativity and innovation
Level 2	Work largely regulated by laid down procedures but needing occasional creative skills to deal with routine problems.

Contacts and relationships
Level 2 	Contacts on well-established matters providing readily available information or assistance, or occasionally dealing with issues where the outcome may not be straightforward.

Decisions – discretion
Level 2	Work is carried out within clearly defined rules and procedures involving decisions chosen from a range of established alternatives.

Decisions – consequences
Level 2	Decisions which have material effect on the internal operations of the post’s own or other departments, or on the individual or on the provision of service to the public.

Resources
Level 1	Little or no responsibility for physical or financial resources.

Work environment – work demands
Level 2	Work subject to interruption to the programme of tasks but not involving any significant change to the programme.

Work environment – physical demands
Level 1	Work requiring normal physical effort.

Work environment – working conditions
Level 1	Work normally performed in a heated, lit and ventilated indoor environment; may be exposed to occasional noise or outside conditions.

Work environment – work context
Level 1	Work normally performed in a heated, lit and ventilated indoor environment; may be exposed to occasional noise or outside conditions.

Knowledge and skills
Level 3	Ability to undertake work concerning more involved tasks confined to one function or area of activity, which requires a good standard of practical knowledge and skills in that area of activity.
