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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



Talent Acquisition Director

	Job Title:
	Talent Acquisition Director
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Supports and drives programs designed to improve the talent within the organization in alignment with the organizations strategic plan. Establishes recruiting strategies, researches and executes new and innovative sourcing strategies, and designs and measures results of recruiting strategies. Collaborates with marketing, PR, and HR functions to establish employment branding practices and corporate hiring initiatives. 

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities:

1. Identifies opportunities to articulate and define the Company’s image, organizational culture, key differentiators, reputation, and products and services through branding initiatives.

2. Establishes workforce plans that address labor markets, global consideration and the individual skills and competencies necessary for long-term company success.

3. Directs activities designed to build a positive candidate experience, promote and maintain a high level of employee morale, and takes necessary action to create a positive employee-employer relationship.

4. Develops and maintains recruiting strategies and metrics such as diversity, cost of hire, and time to fill which are used to evaluate the effectiveness of the recruiting process and drives continuous improvement.

5. Coordinates staffing activities which includes recruitment, selection, interviewing, and hiring of exempt level positions to ensure program aligns with business needs and incorporates external influences to the recruiting process.

6. Establishes networks and maintains partnerships with third party organizations such as recruitment agencies and monitors its effectiveness.

7. Monitors the recruiting program to ensure competitiveness within the marketplace and consistency with company compensation philosophy.

8. Creates and maintains systems used to identify current and future talent needs and develop a talent pool.

9. Ensures compliance with company and governmental regulations such as OFCCP, EEO, and DOL.

10. Performs all other duties and responsibilities as requested or required.

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.

Knowledge and Skill

· Project Management – Manages projects  that effectively guide others towards goal accomplishments, and exercises good judgment by making sound and well-informed decisions
· Initiative – Engages in proactive behavior and looks for new opportunities to create effective programs

· Leadership Orientation – Actively seeks ways to in which to act as a role model, guide, develop, and mentor others; strong team leadership, team building, and facilitation skills

· Adaptability- Responds effectively to changes in situation or information

· Communication – Presents strong written, verbal, and presentation skills 

· Negotiation – Utilizes effective influencing skills to engage key stakeholders
Education and/or Experience

· Bachelor’s degree in Human Resources Management, Business Administration, or related degree

· Five to eight years of related business experience
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.

While performing the duties of this job, the employee is frequently required to sit. The employee is occasionally required to stand; walk; use hands to finger, handle, or touch objects or controls; and talk or hear. Specific vision abilities required by this job include close vision and the ability to adjust focus.

The position may occasionally lift, push, or pull up to 15 pounds. 

Work Environment

The position is an office-based position with occasional visits to off-site locations via car or airplane.  The position performs some overnight work-related travel.

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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