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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Recruiter

	Job Title:
	Recruiter
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary Recruits, researches, interviews, screens, and refers job candidates for job openings by performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

1. Confers with management and supervisors to identify personnel needs, job specifications, job duties, qualifications, and skills.

2. Writes job descriptions or reviews and edits job descriptions written by others.

3. Develops recruitment programs, budgets, and collateral to attract applicants and to fill specific job openings.

4. Develops and maintains network of contacts to help identify and source qualified candidates.

5. Initiates contact with possibly qualified candidates for specific job openings.

6. Reviews applications and interviews applicants to obtain work history, education, training, job skills, and salary requirements, and to provide information about the organization and position.

7. Screens and refers candidates for additional interviews with others in organization.

8. Develops recruitment programs, budgets, and collateral, such as brochures about the organization and its opportunities.

9. Writes and places job advertising in various media.

10. Develops and coordinates internal job posting program and writes job postings.

11. Coordinates participation in, sets up display, and works at job fairs.

12. Develops and maintains contacts with schools, alumni groups, and other public organizations to find and attract applicants.

13. Makes public presentations at schools, organizations, and job fairs regarding the organization and opportunities.

14. Works with external recruiters and employment agencies to identify and recruit candidates.

15. Utilizes Internet online recruiting sources to identify and recruit candidates.

16. Provides information on company facilities and job opportunities to potential applicants.

17. Arranges travel and lodging for out-of-town applicants.

18. Performs reference and background checks on applicants.

19. Coordinates communications with applicants.

20. Files and maintains employment records for future references.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies :

Interpersonal Skills

Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.

Oral Communication 

Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience                   




Fifth year college or university program certificate; or two to four years related experience and/or training; or equivalent combination of education and experience.

Language Skills                   




Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills                   




Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability                   




Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills        




To perform this job successfully, an individual should have knowledge of Human Resource systems; Spreadsheet software and Word Processing software.

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

 Specific vision abilities required by this job include close vision, distance vision and ability to adjust focus.

Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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