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	Job Title
	Recruitment and HR Administrator

	Reports To
	Senior HR Administrator

	Pay
	Up to £20k per annum

	Tenure
	6 month Fixed Term

	Working Hours
	9.00am to 5.00pm (30 mins lunch)

	Location
	Leicester

	Closing Date
	30 October 2020

	

	The Role Summary

	We are looking for a confident, organised and professional individual to join a busy HR Shared Service team to support in the current high volume of recruitment and HR processes.
The role requires excellent communication skills for stakeholders at all levels within the business.
The ideal candidate should be looking to work in a fast paced and busy environment.  We will consider candidates looking for their first Recruitment and/ or HR role. 


	Key Activities & Responsibilities:

	· Assist in the administration of the Recruitment and Selection process, including: 
· Screening of ID and certifying documents

· Scheduling interviews

· Completing placement forms 
· Chase any relevant recruitment documentation if not received.  

· Ensure all activity complies with relevant legislation and law

· Support in the roll out of the ATS system and ensuring the system is updated daily
· Liaise with Department Managers to effectively organise all interview stages.
· Build, develop and maintain a network of strong relationships across the business.
· Ensure the candidates experience of the recruitment process is positive and professional at all stages.

· Keep candidates up to date on the recruitment process
· Chase interview notes from recruiting managers

· Ensure high levels of confidentiality at all times 
· Directly support the Senior HR Administrator on task relating to Recruitment and HR

· Data entry and HR system based tasks including:
· Adding new employees to the HRIS

· Supporting induction with facilities/ recruitment 

· Request employment screening checks

· Support day 1 self service system support for new starters

· Manage the transferring of files from databases



	


	Communication:

	You will be able to:
· Work well as part of the wider HR team 
· Have good communication skills with new and existing employees


	Working relationships:

	You should be able to:
· Build strong relationships with recruitment agencies, candidates and company stakeholders at all levels

· Have good working relationship with the immediate HR Shared Services team and the wider HR team including: recruitment, wider HR and Learning & Development.


	Skills & Knowledge Required:

	Essential
	Desirable

	· Excellent written and oral communication skills.
· Ability to Multi-task without compromising our duty of care

· Ability to prioritise and manage time.

· Excellent Organisation Skills.  

· Strong attention to detail 

· Ability to learn quickly
	· Previous Recruitment experience
· Previous HR experience
· System experience
· Relevant Qualification



	About Us:

	Simplify is made up of a collection of property and legal services companies and consists of a number of the UK’s largest group of Conveyancing businesses. We are the UK’s largest supplier of conveyancing support to a variety of residential and blue-chip clients. Our excellent service to our customers has allowed for market growth which means we continuously seek new and fresh talent to complement our current team as well as developing our people to reach their full potential. By joining our group, you can look forward to a challenging and rewarding role, with great results bringing great opportunity for recognition and promotion.
To apply or for any further information please contact recruitment@simplify.co.uk
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