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	POSITION TITLE

Recruitment Officer
	CLASSIFICATION
Level 2
	POSITION NO
Generic
	Document Date 

August 2013



Section 1 – POSITION Identification
	Position number:
	Generic

	Title:
	Recruitment Officer

	Classification:
	Level 2

	Directorate:
	Community and Business Services

	Division:
	Human Resources 

	Section:
	Employment Services 

	Award/Agreement:
	Public Service Award 1992; relevant Public Service and Government Officers General Agreement

	Location of position:
	East Perth


[image: image2.jpg]SECTION 2 – REPORTING RELATIONSHIPS

	POSITION TITLE
	CLASSIFICATION

	Manager Employment Services
	Level 7




Reports to
	Coordinator Recruitment
	Level 5




Reports to
	This position
	Level 2


Positions under direct supervision:
	Title
	Classification

	nil
	


SECTION 3 – DEPARTMENT VALUES

	         We value respect
         We value openness
	         We value team work

         We value responsiveness


SECTION 4 – STATEMENT OF RESPONSIBILITIES
	As part of HR Employment, the Recruitment Officer is responsible for:

Providing recruitment and Selection processes for line managers within the Department.
Entering data related to electronic HR vacancy registrations and redeployee registration (RAMS).



SECTION 5 – KEY RESPONSIBILITIES
	No
	Key Responsibility Area and Related Duties

	1.

2.

3.

4.

5.


	Recruitment & Selection
Provides support in the recruitment, selection, assessment and appointment of staff including transfers, secondments, employment contracts and expressions of Interest.
Ensures that all relevant documentation and systems are maintained in relation to the recruitment, selection and assessment of staff, transfers, secondments and expressions of interest and that documentation is compiled in a way that will facilitate audit requirements. 
Prepares and sends Department for Child Protection job application kits/packages to candidates.

Coordinates and submits vacancies for redeployment clearance and advertising on behalf of the Department. 

Ensures that Public Sector Standards in recruitment and selection are met and maintained that includes equal employment opportunity requirements.

Undertakes day to day quality assurance of advertising and recruitment correspondence.  
General HR Consulting
Provide operational support including support to line management and administration on a range of human resources issues.
In conjunction with the Human Resources Consultants and Human Resources Officers, liaises with and provides support to departmental managers. 
Provides a high quality service and advice that is proactive and solution focused and responsive to customer needs. 
Strategy & Policy Development
Contributes towards the review and development of proactive and effective strategies, related policies, procedures and practices to manage recruitment and selection issues within the Department to enhance the provision of HR services.
Research, Analysis & Reporting
Undertakes preliminary research and provides assistance with research and analysis of issues related to recruitment and selection issues within the Department.
Compiles statistical data relating to the recruitment, selection and appointment of staff to meet management and external reporting requirements.
Other
Provides administrative support to the HR Employment team.
Maintains an awareness of contemporary and relevant HR trends and issues with particular emphasis on recruitment, selection, assessment and retention issues. 
Assists the Human Resources Officers and Human Resources Consultants with recruitment, redeployment or establishment matters as directed. 
Participates in emergency management and response duties and required.



SECTION 6 – WORK RELATED REQUIREMENTS
ESSENTIAL

	1. Good interpersonal, verbal and written communication skills including the ability to prepare reports.

	2. Knowledge of contemporary human resources management principles and practice.

	3. Demonstrated ability to prioritise, organise and finalise tasks and projects with minimal supervision to assist in analysing issues, developing and implementing solutions and work as part of a team. 

	4. Demonstrated commitment to quality customer service principles. 


SECTION 7 – ESSENTIAL ELIGIBILITY REQUIREMENTS
The occupant of this position will require the following prior to appointment:

Current C or A class drivers licence 
SECTION 8 – certification
The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.
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(Director or above)
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