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Job Description
NHS Professionals Limited

	
Job Title

	
Recruitment Manager 

	Band

	M1

	Location


	Hybrid





Role: 

The Recruitment Manager will create and manage a team of Recruitment Consultants to drive and deliver the talent attraction and recruitment services for NHS Professionals including campaigns, screening, processing, and referring relevant applicants into the candidate pipeline using best practice solutions. The post holder is responsible for ensuring only relevant applicants are progressed into the Compliance workstream and continually assesses needs against fulfilment and predicted forecast.

The Recruitment Manager will work alongside the Management Team to assess Client requirements, pipeline effectiveness, and deliver an outstanding service to our clients and bank members. 

Organisational Structure:


















Responsibilities:

· Responsible for monitoring and increasing productivity of the Recruitment Consultants to create a more efficient, cost effective team.
· Drive and deliver best practice solutions for Talent Attraction including campaigns, screening, and placement of workers
· Deliver against defined, measurable Key Performance Indicators (KPI’s) 
· Working closely with Strategic Account Managers and Client Trusts to identify their service and recruitment needs, identifying, and implementing strategies to build candidate pipelines to support these
· Responsible for key elements of implementing and overseeing service recovery plans if/when productivity falls below the required productivity targets
· Production and presentation of Team Monthly Performance Report (TMPR) in line with agreed monthly performance 
· Ensure that all activities conducted by your team are fully compliant with NHS Employment Check Standards and meet all other statutory and mandatory requirements as applicable and that relevant and effective quality checks are in place to ensure adherence
· Responsible for managing key elements of the flexible worker recruitment process. Identifying opportunities for improvement and driving increases in performance through tactical changes.
· Assist with the development, implementation, and evaluation both internal and external communications relating to the services and performance of the service offering 
· Ensure that the vision and strategy is communicated, understood, and owned by team members
· Create a “right first time” culture within the team
· Ensuring applicants are kept up to date as to the status of their application, their next steps and any requirements on them to undertake tasks in relation to their application
· Assessment of the talent pipeline in line with the agreed demand and fulfilment forecasts alongside the Head of Recruitment.
· Responsible for identification, management, reporting and escalation (where appropriate) of all Data Protection breaches 
· Front-line performance within Recruitment function, including adherence to KPI’s and SLA’s as agreed with the Head of Recruitment.
· Day to day management of the Recruitment Team, telephony performance and reporting performance metrics
· Ensure data flow from Trust recruitment events is effective and constructive to improve the applicant experience.
· [bookmark: _Hlk31641976]Monitoring and increasing productivity of the Recruitment function to create a more efficient, cost effective team demonstrated through measurable KPI performance of key metrics
· Implementing and overseeing service recovery plans if/when productivity falls below the required productivity targets.


Accountabilities:

· Receiving and processing all requests for recruitment from multiple sources
· Prioritisation of applications with team based on demand and Trust needs and processing them into the Compliance process in a timely manner
· Team budget adherence, management of recovery plans and managing all activities related to improving service levels within the team.
· Reduction (or maintenance) of time to first shift KPI – seeking improvements whenever possible
· Identifying needs and informing forecasts in line with acquisition of talent activities to maintain and increase shift fill rates.
· Responsible for ensuring team members complete all mandatory (or otherwise relevant) LMS modules in line with NHSP policies
· Coaching staff to develop to improve service, increase skills and progress professional develop. Including delivering regular 121’s and performance reviews
· Day to day management of the recruitment team including, but not limited to, recruitment, appraisal, performance, absence etc




Key Values:

In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 

· Equality and Diversity - To act in accordance with NHS Professional’s Equality and Diversity Policy, this is designed to prevent discrimination of any kind.

· Health and Safety - Ensure that all duties are carried out in line with NHS Professional’s Health and Safety Policy.

· Corporate Image - Adopt a professional image at all times.

· Risk Management - Responsibility for reporting complaints, incidents and near misses through the Complaints and Incidents Management System (CIMS)

· Scheme of Delegation - To comply the Scheme of Delegation this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.

Note: 

This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks.




















PERSON SPECIFICATION

	CRITERIA:

	ESSENTIAL

(When applying for this job it is important you fulfil all these essential requirements.  If you do not you are unlikely to be interviewed)

	DESIRABLE

(When applying for this job it is desirable you fulfil these requirements.  However, if you do not you may still apply and may be interviewed)
	HOW IDENTIFIED

A / C / I / P / R / T

	Qualifications & Knowledge:
	· Educated to degree level or equivalent demonstrable experience.
· CIPD qualified /accredited or equivalent level of demonstratable experience.
· Member of the CIPD
·  In depth knowledge of staffing strategies within the NHS or other Healthcare organisations
· Highly developed specialist and working knowledge of employment legislation, policies, regulations 
· Expert understanding of applicant engagement strategies
· Extensive knowledge of how a recruitment function operates including best practice methods.
· Knowledge of best practice customer service methodologies
	· Worked within the NHS
· Customer Service accreditation
· Change management processes and experience
· Experience of financial and budget management


	

	Experience:

	· Demonstrable experience in Managing a high performing recruitment team 
· Experience formulating campaigns and managing external talent acquisition
· Experience processing high volumes of applicants within strict guidelines
· Experience working with diverse external stakeholder groups
· Experience interacting across multiple client sites
· Experience working to challenging SLA’s and KPI’s
· Experience of financial and budget management
	· Experienced resourcing teams
· Nursing / Medical Recruitment background
	

	Communication & People Skills:

	· Highly developed interpersonal, influencing and negotiating skills.
· Ability to convey difficult and challenging messages with authority
· Ability to change tack when required and focus on multiple competing needs
· Ability to articulate a vision clearly and concisely, inspiring other to follow you
· Ability to interact confidently with diverse internal and external stakeholders
· Ability to accurately articulate operational performance data
	
Worked within the Healthcare industry and conversant with NHS terminologies
	

	Organisational Skills:

	· Ability to focus on multiple high importance, potentially competing tasks
· Able to manage a team’s workload and control information flow
· Ability to delegate effectively and appropriately
· Ability to assess and priorities tasks affectively based on criticality
· Ability to manage own time effectively
· Able to understand and react to resource pressures and escalate as appropriate
	
	

	Specialist Knowledge/ Skills:

	· Specialist knowledge of recruitment and selection methods.
· Knowledge of commercial drivers
· understanding of budget management and adherence
· In depth knowledge of the recruitment industry, its key measures and success factors
	
	

	Physical Skills:

	· Able to pass pre-employment checks
· Ability to work flexibly with some UK travel and overnight stays away from home.
· Ability to visit clients and clinical areas. 
· Must have access to a vehicle and hold a full driving licence or be able to travel by alternative means 
	
	

	Equality:

	· Demonstrate an acceptance of and commitment to the principles underlying the Company’s Equality & Diversity and Health & Safety Policies
	
	


Key:  A = Application Form C = Certificate I = Interview P = Pre-employment health screening   R = References T = Tests/presentation
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