Job Description and Person Specification

RECRUITMENT CONSULTANT
Rhyl City Strategy

Salary: £22,859
Fixed term contract to end March 2013. 

	Position Detail: Reports to Agency Manager

	Background:

Open Doors is an exciting new venture being established to meet the needs of local employers and provide an effective recruitment service for jobseekers across the North Wales Coast Regeneration Area. The Open Doors Recruitment Agency will match jobseekers to vacancies in the areas of retail, administration, hospitality and catering, social care, tourism and leisure, construction and environment, while providing support and guidance for those furthest from the labour market.  The new service forms a key strand of Rhyl City Strategy’s business plan to tackle unemployment and economic inactivity in the locality. 
Job  Role

The purpose of this front-line role is to provide a professional recruitment service to Agency customers, matching jobseekers with appropriate employment or work-based training opportunities and helping employers to recruit staff. The post holder will provide support to registered jobseekers, taking their interests, skills and experience into account when matching them with incoming vacancies, and providing appropriate after-care support. The advisors will also work with registered employers by providing practical assistance to help them recruit suitable staff.  


	Responsibilities:
· To provide a professional, efficient and effective recruitment service for both jobseekers and employers;

· To identify and enable best use of available provision in order to support the customer journey into employment, including training and volunteering opportunities;
·  Refer to appropriate services that may be affecting customers’ employability such as housing, debt management, legal issues etc.;
· Manage a database of customers, understanding and facilitating their journey into employment appropriate to the individual level of need; 
· To keep the customer database up to date so that it remains an effective tool for matching customers with incoming vacancies;
· Provide ongoing support to customers once employment is secured in order to support sustainability;
· Provide practical recruitment support to employers, including contacting prospective candidates and organising interviews;
· Promote job opportunities via jobs notice-boards and Agency website, and organise job-fairs for bulk vacancies; 

· Contribute to the service development by working as a team to identify and learn from best practice in order to share with others;
· Maintain accurate records ensuring safety and security is a high priority;
· Work within agreed guidelines and protocols in order to deliver a service that is equitable and fit for purpose;
· Work within the Data Protection Act when dealing with personal and employer information;
· Any other duties as required by the Agency Manager.



	Personal Attributes

The post holder may be required to travel to satellite locations in Denbighshire and Conwy in order to fulfil the role. 



	Person Specifications

Essential:

· Good educational attainment.
· Experience of working with clients on a one to one basis.

· Strong interpersonal skills and the ability and confidence to operate at all levels.

· Strong awareness of the skills and employment landscape in Wales and in the locality
· A clear understanding and commitment to equality issues and challenging discriminatory practices.
· Problem solving skills.
· IT Literate (ability to use MS Office)
	Desirable:

· Broad experience of government policy and practice in relation to skills and employment;
· Experience and knowledge of evaluation methods.



