[image: image1.jpg]Q CareQuality
Commission




	Job Title
	Resourcing Officer

	Job Purpose
	Working within the Resourcing and People Support team the Resourcing Officer is responsible for managing the end to end vacancy management process across a portfolio of designated vacancies ensuring a high level of service is provided.

	Accountabilities
	· Reporting to the Resourcing Advisor, the role holder works to successfully deliver a portfolio of vacancies, ensuring all vacancies are recruited to in an effective, safe and timely way and in line with the CQC Policy and Procedures.
· Responsible for managing the end to end recruitment process for a designated portfolio of vacancies, working with the Resourcing Advisor to agree the plan for each vacancy, including attraction and assessment routes. 
· Maintains systems for recruitment tracking; updates regularly on the progress of their portfolio and uses recruitment system/ trackers to keep vacancies moving.
· Understands key recruitment metrics, for example; cost per hire, time to offer and assessment and selection conversion rates. 
· Ensures that all vacancy records are saved and maintained in line with CQC and GDPR requirements.
· Works with approved suppliers to manage the appropriate placement of adverts and production of effective media schedules.
· Works with hiring managers to understand requirements, and to agree a recruitment timetable for each vacancy.
· Responsible for delivering excellent candidate management, ensuring that internal and external candidates are managed sensitively and regularly communicated with, and ensuring feedback after assessment is delivered in a consistent and timely way.
· Provides a professional and effective service to support colleagues with redeployment.
· Responsible for drafting and creating unique, attractive and inclusive adverts per campaign.
· Suggests new ideas and creative approaches, advising stakeholders and hiring managers and working with them to identify the most appropriate attraction and assessment methods, which are specific and individual to their recruitment needs.
· Looks for opportunities for improvement across their own area and within the wider Resourcing team.
· Builds effective, professional working relationships and partnerships with hiring managers and colleagues at all levels.
· Plans effectively and manages their own time to ensure they can meet changing work volumes and competing priorities.
· Ensures delivery against agreed individual and team key performance indicators; takes part in an informal lessons-learned session at the end of each campaign as an opportunity to reflect on feedback, look for improvements and acknowledge what worked well.  

· Keeps up to date with changing employment laws relevant to the role and abreast of current trends and new approaches in recruitment by sourcing and undertaking learning, development and networking opportunities.
· Have the appropriate knowledge, skills and experience to actively promote diversity and equality of opportunity, treat everyone with dignity and respect and avoid discrimination.
· 

	Specific skills and experience
	· Experienced Recruiter, with a proven track record of successfully delivering recruitment campaigns, for both volume and individual or singular roles.  

· Vacancy management skills; experience of managing and supporting candidates and hiring managers through a recruitment process.
· Experience of assessment centres; with the appropriate training and confidence to be able to act as Assessment Centre facilitator if required.
· Able to manage relationships with key stakeholders and be confident to influence and engage at senior level.
· Analytical skills including the ability to review recruitment data to inform next steps and decision making.
· Sound working knowledge of government legislation in relation to recruitment practices.
· Working knowledge of modern resourcing and recruitment strategies.
· Effective networker and relationship-builder.
· Excellent communication skills.
· Used to working in a fast-paced environment.
· Excellent organisational skills. 

· Proven IT skills with the ability to use recruitment systems.

	Competencies

Deliver Effectively

· I understand and apply CQC’s vision, values and behaviours.
· I am clear about what is expected of me in my role and why.
· I share creative and innovative ways of doing things with colleagues.
· I understand the impact of my actions at CQC.
· I collaborate to seek the best outcome for CQC, supporting other teams where appropriate. 

· As a leader, I provide direction and clarity and set clear expectations for my team.
Demonstrate Accountability
· I take ownership for what I do.
· I deliver on my commitments in a timely way.
· I exhibit the necessary level of independence and objectivity required to perform my role effectively.
· I am open to constructive challenge and look for ways to continually improve.
Display Integrity 

· I encourage trust through my own actions.
· I am honest in my dealings with others.
· I express my views in an open constructive way.
Act Inclusively

· I respect the individual contribution of others.
· I seek to understand the perspectives and views of others.
· I positively contribute to teamwork.
Be Proud

· I act as a role model for CQC values and behaviours.
· I recognise the achievements of others.
· I positively promote CQC to colleagues and external stakeholders.
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