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DERBY college




	Roundhouse Corporate Recruitment Manager
Base: Roundhouse

	Hours                              37 hours per week, 52 weeks per year
Contract Type                Support
Salary                              £33.091

	Job Purpose
To manage all aspects of Roundhouse Recruitment, securing part-time, full time and apprenticeship opportunities for students and providing a first-class service to employers

Reporting to the Director of Commercial Business you will create, implement and take responsibility for the Roundhouse Recruitment strategy, as well as the hands-on delivery. You will develop internal processes, manage internal KPIs and deliver a high-quality recruitment service.
The role will require you to immerse yourself in the business, understand the process, build excellent working relationships with stakeholders and maintain excellent client satisfaction. In addition, you will understand the full potential of employer engagement in meeting and exceeding business needs, funding and commercial targets.
As the recruitment operational lead for the wider Roundhouse Corporate Apprenticeship Recruitment, you will take a long-term view of recruitment, understanding potential future business needs and identify and develop new business opportunities.

You will understand recruitment best practice, take a proactive approach to your work and have a genuine interest in being part of changing culture and performance. As the Recruitment Manager, you will lead the team to achieve their operational targets. 

	Key Responsibilities
· To demonstrate high levels of professional practice, provide advice and guidance and work collaboratively with employers, the Business Development teams and staff from other areas of the College to ensure data is accurate and timely at all times

· To manage KPi’s and objectives for self and team
· To identify and implement improvements by sharing ideas and increasing knowledge / awareness across the College to achieve excellence and meet industry standards.

· To ensure the team establish and maintain effective communication with wider Business Development / Commercial Teams and other areas of the College.  

· To ensure the team respond promptly to Business Development Consultants to ensure employer vacancies are processed quickly and efficiently and the employer is kept aware at all times

· To work closely with employers to ensure the recruitment process enables employers to recruit cost effectively

· Manage employer issues that are been escalated to you by the team

· To work closely with the Roundhouse Commercial Brand Management team to develop relevant marketing activities.
· To manage the apprenticeship government recruitment tool (e.g. AVOL, NAS etc.) on a daily basis ensuring applicants and employers are updated promptly and all funding guidance is adhered to
· To manage the maintenance and updating client and candidate records on CRM and to ensure audits are carried out to manage quality of data being produced by the team
· To manage the organisation interviews with the employer and providing all information gathered from pre-screening and interview to help employers make an informed decision.
· To work closely with the Business Development Consultants regarding successful applicants, ensuring a smooth transition into employment and onto their apprenticeship programme in a timely manner as agreed with the employer
· To ensure all team members respond to issues and queries with 48 hours of receipt

· To ensure all students are aware of and engaged with Roundhouse recruitment and it’s range of services
· To monitor and audit application, recruitment, and engagement of prospective candidates
· To ensure all applicants are invited for an interview in a timely manner

· To provide a professional pre-screening and interview for applicants and provide constructive feedback, advice and guidance to applicants

· To manage prompt Initial Assessment to applicants to meet targets and KPIs

· To manage the team to conduct and monitor initial interviews of applicants before making recommendations to employers. 
· To support and participate during college enrolment and induction activities
· To continually put forward constructive proposals to improve quality procedures to improve efficiency and effectiveness.

· To develop links with employers, working with the Business Development Consultants, and other relevant parties to ensure good working relationships
· To manage the team to complete recruitment surveys and support with other survey requirements as requested
· To attend promotional events to market Derby College Apprenticeship programmes internally and externally

· To liaise with schools, careers and employment services as and when required

· To organise and deliver apprenticeship recruitment job fairs to promote the recruitment service, vacancies and matching service

· To be responsible for your own continuous professional development ensuring that your skills, knowledge and practice are current and future focused and that you stay abreast of key policy changes 
· To provide regular verbal / electronic reports to the Management Team and other staff across college as requested

· To efficiently co-ordinate appointments and business needs, working flexibly (weekends and evenings) when required.

· To attend management team meetings as and when required to do so, and represent Derby College at internal/external meetings or conferences if required.

· To attend meetings and conferences on and off site, and disseminate to other colleagues and College staff as necessary.
· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

	College Responsibilities

· To provide a professional customer service to both internal and external customers

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

	Competencies

Essentials
· Must have good IT user/computer skills, literacy and numeracy

· Proven sales management experience
· Excellent organisational and effective communication skills at all levels

· Excellent interview techniques
· Ability to manage time effectively and work to regular timetable of demand

· Can work to tight deadlines in a pressured environment

· Able to provide career information, advice and guidance

· Able to work as an effective team member
· To use initiative and be highly flexible/adaptable

· Good self-motivation with an ability to work independently 
· Strong customer service skills
· Knowledge of CRM system

· Strong commercial acumen

Desirables
· Experience of working within a professional  recruitment Service

· Ability to work with ambiguity
· Understanding of the College environment, products and services
· Understanding of business development processes and procedures


	Qualifications

Essentials

· Good knowledge of apprenticeships and apprenticeship recruitment requirements

· Recruitment and selection good practice

· Knowledge of employment and Equal Opportunities legislation and best practice

· L3 qualification in Team Leading or Management or willingness to work towards

· Level 2 English
· Level 2 Maths
Desirables
· Qualifications in either Customer Service / telesales / Sales / Business Admin
· Level 2 in Advice and Guidance.

· Level 2 in Recruitment,
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