Talent Acquisition Advisor 
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Function:
HR 

Reports to:
Talent Acquisition Manager
Purpose

To help Stannah find the best talent and provide an efficient and effective talent acquisition service to the Stannah Group. 
Key Responsibilities 

· Provide recruitment related support to the hiring managers of all vacancies end to end, building relationships and acting as an advisor on the talent acquisition process. 
· Support the pre-screening stage, conducting telephone screening & video interviews where appropriate to support managers 
· Provide high quality advice on talent sourcing and ethical recruitment, acting as a trusted advisor and coach.

· Source candidates using recruitment databases, liaising with the hiring managers for consideration and progressing through the recruitment process.
· Focus on direct recruitment, reducing recruitment agency spend and sourcing candidates for harder to fill roles or where there are known skill shortages. 

· Create job vacancies, and support their progress in the applicant tracking system (ATS)
· Co-ordinate interviews using the ATS, supporting managers with the setup. 
· Liaise with applicants and hiring managers throughout the recruitment cycle.
· Provide timely feedback for candidates – direct and via agencies.  
· Ensure feedback is obtained from Hiring Managers for unsuccessful candidates.
· Be a main point of contact for day-to-day recruitment-related queries from external candidates and internal mangers or applicants.
· Maintain the ATS on a daily basis.
· Write adverts for job vacancies to ensure they are compelling, non-discriminatory or biased, that stand out in the market
· Provide administration support for the Stannah Linked in page for job adverts to ensure it is kept up to date with the latest roles.
· Manage the roles on the recruitment sites, ensuring all adverts reconcile with the ATS. 
· Support the coordination of external recruitment fairs and events to promote the employer brand.
This list is not exhaustive and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business and/or the HR function.
Skills and Experience

· Previous experience in a recruitment / talent acquisition role is essential.
· Previous experience in a HR team environment is desirable. 

· Proven track record of supporting volume recruitment. 

· Previous use of an online Applicant Tracking System is essential.
· Ability to handle a variety of roles at all levels in a fast-paced environment is essential.

· Microsoft Office skills including word, excel, powerpoint and outlook is essential, advanced skills in these areas would be desirable.

· Ability to plan, prioritise and organise workloads to meet deadlines and manage own time effectively is essential.

· Knowledge of recruitment platforms, job boards and social media is essential.

· Strong understanding of full cycle of recruitment is essential.
· Understanding of field-based engineering or services organisations or a manufacturing, engineering or distribution environment is desirable.
· Responsive to business needs, ability to proactively propose new ideas and solutions.
· Understanding of GDPR requirements 
· Understanding of right to work checks is essential.
Personal Attributes and Behaviours

· Strong desire to help Stannah attract and hire the best talent in the market.
· Able to work autonomously and flexibly.
· Pro-active and self-motivated

· Excellent attention to detail 

· Excellent organisational skills

· Excellent communication skills, both written and oral, with the ability to interact at all levels (and across different business areas)
· Demonstrates honesty and integrity at all times and maintains confidentiality.
· Calm and effective under pressure

· Good cultural awareness and understanding of diversity.
· Co-operative and supportive Team player

· Customer service focus
· Be an ambassador of the employer brand and role model of the Stannah values and behaviours to prospective and current employees.
Relationships

Internal 

The jobholder will be expected to forge and maintain effective working relationships at all levels of the organisation. 
External 

External recruitment agencies and candidates
Education and Qualifications

· Good standard of basic education 
· Talent acquisition/recruitment related qualifications - desirable
· HR related qualifications such as CPP/CIPD level 3 or equivalent - desirable

