 (
OFFICIAL
)
	 (
UNLOCKING POTENTIAL
TRANSFORMING LIVES
)[image: ]	






	
	


	

	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Resourcing Manager
	Senior Resourcing Manager

	Location
	Department

	SPSC
	HR Directorate

	Hours of work
	Number of hours

	Normal Office Hours
	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational
	None

	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	D 
	N/A



Job Description
	Job Purpose

	You will work as an integral part of  the Resourcing Team, based at the SPS College. As a Resourcing Manager you will work with the wider business to deliver and develop the Resourcing function as a credible, business-aligned and proactive service. 
You will drive improvements in recruitment practice through developing and implementing creative and innovative solutions to resourcing issues and through your contribution to the development of policy, systems and best practice in recruitment.  As part of the HR community, the Resourcing Team are on a digital transformation journey, so there may also be opportunities to contribute to digital improvements to support us to drive forward efficiencies to ensure the best experience for candidates. 
This role is suitable for hybrid working, however there will be a requirement to attend regular face-to-face meetings with hiring managers and with your team across Headquarters and SPSC. 
This is a temporary role for a period of 3-6 months, with the possibility of extension or permanency. 

	Key Responsibilities of the Role


	1
	Ensure that all recruitment adheres to the Civil Service Commission's Recruitment Principles of open and fair competition, is delivered in line with SPS policies, and in an efficient and customer focused manner.  

	2
	Provide leadership, line management and developmental support to Resourcing Co-Ordinators managing team workload and monitoring and supporting the progress of recruitment campaigns.   

	3
	Provide advice and expertise on resourcing policy, processes and best practice to a variety of key business stakeholders.   

	4
	Using the Applicant Tracking System and other digital tools to plan and manage recritment activity, extract information and provide analysis and reports on progress of recruitment campaigns. 

	5
	Drive improvements in recruitment practice through your involvement in a number of critical work areas (policy, systems, research, developing best practice).   

	6
	Develop specialist knowledge, through research and engagement with internal/external networks to develop and deliver innovative resourcing strategies and solutions to proactively address resourcing requirements across a wide range of roles.  



Person Specification
	Criteria
	Essential or Desirable


	Qualifications


	CIPD Level 3, or equivalent/above, or CIPD Foundation membership, or higher.

	Essential 

	Have or willing to attain CIPD Level 5, or equivalent and CIPD Associate membership within an agreed period.

	Essential


	Knowledge, Skills & Experience


	Recruitment Experience 

Experience of planning and delivering recruitment campaigns, enabling positive candidate and hiring manager experiences, successful outcomes and compliant practices. 

	Essential

	Advising & Supporting

Experience of providing support, advice and direction to others in relation to recruitment policy, processes and best practice. 

	Essential

	Solutions Focussed 

Experience of analysing business issues and providing practical and creative solutions which add value. 

	Essential

	Digital Experience 
Knowledge and experience of utilising IT systems, such as Microsoft 365 and Applicant Tracking Systems to improve efficiencies, streamline processes and provide customer f[image: ][image: ][image: ][image: ][image: ]ocussed business solutions. 
	Essential


	Behaviours


	Listen & Communicate
	Essential

	Plan & Organise
	Essential

	Change & Improve
	Essential

	Relationships & Collaboration
	Essential



Selection Methods
	Selection Methods


	1
	Competency Sift 

	2
	Interview
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