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JOB DESCRIPTION

	Job Title: Talent Acquisition Manager
Reporting to: Director of HR
Base: The Roundhouse and other campuses as requried, with some working from home


	Hours: 37 per week, fixed-term contract (open to part-time, 4 days per week)
Contract Type: Management Support - maternity cover fixed term for approx 16 months
Salary: £42,305 per annum 

Holidays: 35 days per year plus 6 College closure days where applicable and 8 statutory days per year pro rata


	Job Purpose

To deliver high quality, innovative, inclusive, and cost effective recruitment and selection methods and processes, enabling Derby College Group (DCG) to attract and recruit talented people committed to the values, aims and objectives of the organisation.

	Key Responsibilities
1. Manage the end to end recruitment process from when a recruitment need is identified to onboarding stage

2. Line management of the 2 Talent Acquisition Assistants; ensuring high performance and providing training/development
3. Work in partnership with managers to understand their recruitment needs and advise on and implement resourcing strategies and attraction methods to meet these needs
4. Deploy a mix of innovative approaches and traditional recruitment methods to maximise performance and enable the College to attract candidates from diverse backgrounds
5. Lead on the implementation of inclusive hiring practices and EDI initiatives within recruitment, including working with the Access and Participation Manager and sitting on the EDI Employee Forum

6. Leverage all available candidate identification and attraction tools (business networks, social media, DCG website, job boards etc) to attract active and passive talent 

7. Create and maintain engaging and inclusive job advertisements, recruitment materials, and on-line information
8. Work with the Marketing Team to ensure opportunities for promoting DCG and driving our employer brand are maximised
9. Deliver training to new and existing managers about the recruitment process to ensure best practice
10. Advise managers in terms of process and best practice, ensuring fair and inclusive attraction, selection and appointment processes
11. Manage relationships and contracts with third parties such as agencies and job boards to ensure value for money and a quality service are received.  This will involve working with the Finance Team and HR Director on working towards a new agency framework tender.
12. Ensuring the delivery of an excellent candidate experience throughout the end-to-end recruitment process, involving key stakeholders such as HR colleagues and Hiring Managers
13. Continuously improve the quality and value of recruitment activity and develop effective recruitment management information reporting
14. Ensure that all recruitment activities are conducted in accordance with employment legislation, safeguarding statutory guidance and policy and procedures, and with DCG’s recruitment policy and procedures 
15. Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection

16. Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	PERSON SPECIFICATION

	Competencies
Essential

· Strong interpersonal skills with the ability to quickly build effective working relationships with internal and external stakeholders
· Able to work on your own initiative and collaboratively 
· Excellent customer service and candidate management skills; both proactive and responsive

· Operationally hands on and well organised with strong time management
· Able to work strategically and contribute to strategy development
· Effective communicator both in writing and in person

· Resilient and able to multi-task and work under pressure
· Solutions focused and creative
· Proficient in the use of a diverse range of IT systems including the MS Office suite, ATS, HR systems


	Knowledge & Experience

Essential

· Experience within a recruitment or talent acquisiton role

· Knowledge and understanding of the talent acquisition life cycle

· Knowledge and understanding of best practice standards within recruitment and selection
· Knowledge and understanding of legislative requirements relevant to recruitment and selection



	Qualifications
Essential:
· Level 2 or above in maths and English
Desirable:

· CIPD Level 5 
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