
[bookmark: Job_title]Job description
Recruitment Advisor
· Grade:	PO2
· Reports to:	Senior Lead Recruitment
· Direct reports: None
· Your team:	HR Customer Transactions
· Service area: Human Resources
· Directorate:	Resources

	Special requirements of the post

	Workstyle: Desk-based worker (Lower presence, one day a week minimum)
· Colleagues who are not usually client or customer-facing and can mostly work anywhere with the right technology. Regular on-site activities are required such as team events and collaboration that are more productive face to face

	This post is subject to the council’s declaration of interest procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future.
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about.
[bookmark: Overview_of_the_role][bookmark: Key_responsibilities]Overview of the role
As a Recruitment Advisor at Islington Council, you will play a key role in delivering an outstanding recruitment service. Your responsibilities include planning and executing effective recruitment campaigns, supporting succession planning, and driving continuous service improvements. You will champion innovative recruitment strategies and use data to attract the best talent. Ensuring diversity and inclusion in all recruitment processes is crucial. Additionally, you will provide technical support for our online recruitment system, enhancing the overall efficiency and effectiveness of the recruitment process. Your impact will be seen in the quality of hires, improved recruitment processes, and a more inclusive workforce. 
Key responsibilities
· Provide a timely, professional, responsive recruitment service in line with the Council’s aims and objectives, service and business plans, ensuring the provision of a first-class recruitment service.
· Discuss and agree forthcoming recruitment campaigns, temporary to perm opportunities, succession planning initiatives and service improvements.
· Coach and support manager to adopt and manage their recruitment via the recruitment system.
· Champion the use of modern digital approaches to advertising and candidate engagement.
· Work with the Senior Lead Recruitment to implement attraction strategies and test new media approaches.
· Ensure recruitment campaigns are informed by data and business insights, using attraction and selection data to improve approaches and identify most successful routes to market, particularly for hard to recruit roles.
· Produce and analyse regular data reports to identify recruitment challenges and opportunities and recommend service improvements.
· Support managers and HR colleagues in making the right resourcing choice to fill vacant posts.
· Co-manage the resourcing process, ensuring that it is fit for purpose to deliver required outcomes.
· Work with managers to ensure they understand and are fully engaged with resource activities and processes.
· Promote a range of assessment and selection approaches to enable the organisation to make informed choices about candidates.
· Promote the day-to-day self-service delivery of the online recruitment providing advice and support to hiring managers on recruitment system processes and, where necessary, problem-solving technical queries.
· Research improvements to processes and technology and deliver these under the guidance of the Senior Lead Recruitment e.g. enhancements to Eploy, our recruitment system and ResourceLink, our HR information system, streamlining processes and onboarding improvements.
· Maintain up to date understanding of best practice and innovation in recruitment in order to focus on equalities issues, identify any improvements to processes, and advise managers.
· Lead on recruitment campaigns, developing an expert knowledge of key service areas and the labour market.
· Ensure that all requests to fill vacancies are dealt with promptly and efficiently and in accordance with agreed procedures.
· Deal with complaints and Freedom of Information requests as requested by the Senior Lead Recruitment.
· Respond to internal and external audits, taking responsibility for addressing any recommendations for service improvement.
· Ensure diversity and inclusion considerations are embedded in the development of resourcing solutions and actions.
· Ensure all internal and external interviewers and assessors are competent and fully trained in the Council’s approach and in diversity and equality practices.
· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.
[bookmark: Budget_responsibilities_(Delete_if_not_r][bookmark: Compliance]Compliance
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.

[bookmark: Person_specification]Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
[bookmark: Essential_and_desirable_criteria]Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
[bookmark: Knowledge,_experience,_and_skills_(No_mo]Knowledge, experience, and skills

	Point
	Criteria description
	Essential/desirable

	1
	CIPD qualification or equivalent knowledge, skills and experience.
	Essential

	2
	Evidence of Continued Professional Development.
	Essential

	3
	Experience of working with HR information systems, databases and processes e.g. ResourceLink
	Essential

	4
	Experience of working with recruitment applicant tracking systems (ATS) e.g. Eploy
	Essential

	5
	Experience of high volume recruitment, demonstrating administrative and organisational skills.
	Essential

	6
	Experience of advising, supporting and guiding managers in a practical way on a wide range of recruitment issues including attraction strategies.
	Essential

	7
	Up to date knowledge of current employment legislation and its application within a local government environment.
	Essential

	8
	Ability to apply appropriate recruitment procedures ensuring an effective, competitive, cost effective service.
	Essential

	9
	Produce and use management information to improve the performance of the service.
	Essential

	10
	Excellent customer focus skills, in particular setting expectations. Timely communications and seeking and acting on customer feedback.
	Essential

	11
	Ability to use and further develop technology to enhance the recruitment service.
	Essential




[bookmark: Our_accreditations]Our accreditations
[image: A group of logos with text  AI-generated content may be incorrect. ]
Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart.
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