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	Role
	Recruitment Partner

	Standardised Job description code
	GENHR-07
	Grade
	6

	Role Purpose

	To deliver a proactive, professional, and efficient recruitment service, managing the full recruitment lifecycle to attract, secure, and retain high-calibre talent.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Manages and owns processes or sections of the project. 

	· Independently resolves issues, demonstrating proactive problem-solving skills.

	· Provides supervision and/or guidance to junior staff members within the department, fostering their professional development.  

	· Participates in collaborative decision-making processes suggesting and implementing enhancements to existing procedures.

	· Takes ownership of the quality assurance within a designated area, establishing and refining processes as necessary.

	· Conducts detailed data analysis, producing concise reports and factual documentation to support informed decision-making

	· Applies expertise to address complex challenges, leveraging specialized skills and knowledge

	· Contributes sections to comprehensive reports and publications, ensuring accuracy and relevance of information presented.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	Recruitment delivery and service excellence

	· Manage the full recruitment lifecycle, from identifying staffing requirements through to onboarding, ensuring a professional, timely, and high-quality experience for both candidates and hiring managers.

	· Deliver a proactive and solutions-focused recruitment service, partnering with departments to design and implement effective attraction and selection strategies that align with workforce plans and university values.

	· Provide expert advice and guidance to hiring managers on role design, selection methods, salary benchmarking, and market trends to attract and secure high-calibre talent.

	· Support the preparation of employment offers and contracts, verifying right-to-work documentation and coordinating visa processes in collaboration with the Staff Immigration team.

	· Build and maintain strong working relationships with managers, HR colleagues, and external partners to ensure a collaborative and customer-focused recruitment service.

	· Ensure all recruitment and selection activities comply with Equality, Diversity and Inclusion (EDI) standards, UK employment legislation, Home Office regulations, and Data Protection (GDPR) requirements.

	· Maintain accurate and confidential recruitment documentation and records in accordance with university policy and audit requirements.

	· Act as a subject-matter expert for recruitment processes, ensuring systems and procedures remain compliant, efficient, and fit for purpose.

	· Use recruitment data and metrics (e.g., time-to-hire, retention rates, recruitment spend) to monitor performance, identify trends, and make evidence-based recommendations for improvement.

	· Contribute to the development and implementation of new systems, tools, and processes to enhance operational effectiveness and the overall candidate experience.

	· Participate in projects, reviews, and working groups to share best practice and implement improvements across the recruitment function.

	· Support and guide junior team members, sharing expertise and contributing to their professional development.

	· Participate in relevant forums/working groups to share information and exchange ideas on best practice.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Hold, or be working towards, a recognised HR or recruitment qualification (e.g. CIPD or equivalent), or possess equivalent professional experience.
· Demonstrable experience managing the full recruitment lifecycle, from attraction and selection through to onboarding, within a complex or multi-stakeholder environment.
· Strong knowledge of UK employment law, Home Office visa regulations, equality and diversity legislation, and data protection requirements.
· Proven ability to build effective partnerships and influence stakeholders at all levels to achieve successful recruitment outcomes.
· Experience using recruitment data and analytics to inform decisions, improve processes, and evaluate performance.
· Excellent organisational skills and attention to detail, with the ability to manage multiple priorities and deliver to deadlines.
· Strong communication and interpersonal skills, with the ability to adapt approach and provide credible professional advice.
· Demonstrated ability to work both independently and collaboratively as part of a team, showing initiative and accountability.
· Commitment to delivering a high-quality, customer-focused recruitment service and to continuous improvement in all aspects of work.


	Desirable

	· Educated to degree level or equivalent skills and experience
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	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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