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Recruitment Administrator 
Would you like to join a dynamic and forward-thinking HR Team?  Do you have a keen eye for detail, a desire to make efficiencies and enjoy working with people?
The Ayrshire Hospice provides specialist palliative and end of life care to support patients and their families make every day matter. Our vital work is filled with moments that make people smile during a time that can be difficult for everyone.
Why you should work for us:
Because what we do makes a real difference to people.  
Because we are a passionate and warm team, driven by our shared values of being kind and compassionate, inclusive and honest with the patients and families we serve, who are at the heart of all that we do. And we pride ourselves in having a collaborative environment with open debate and positive challenge in the pursuit of excellence.
If compassion and care are an important part of who you are and you are looking for a rewarding and fulfilling role, then this could be for you!
About the Role
We currently have an excellent opportunity in our HR Department for an enthusiastic, motivated and positive individual who aspires to develop their career in Recruitment/HR.  The Ayrshire Hospice has ambitious plans to be an employer of choice. We believe that this vision starts from our recruitment process as we can only build the best organisation there is, if our colleagues are happy, empowered and supported, within an excellent working environment.  We want each and every new member of the team, employee or volunteer, to feel welcomed into our team, to feel that the recruitment process is person-centred and every interaction is values-led.
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This role offers a unique opportunity to contribute to the heart of our operations. Reporting directly to the Head of HR, the Recruitment Administrator will play a pivotal role in supporting our strategic plans of increasing our workforce and being one of the first points of contacts for candidates wishing to join our team. 

About You
This important role calls for strong organisational and communication skills with a high degree of planning.  However, we are always looking for ways to innovate and make our processes engaging therefore we are looking for someone who has a professional “go-getter” attitude, to join our team. You must be passionate about making positive changes for our workforce and work collaboratively within the HR team, ensuring that we all work towards a common goal to deliver an effective, supportive and friendly service to the entire organisation.

A bit more about us:
Hospice care is often profoundly misunderstood and at times very challenging: the work we do is uplifting and it is a great privilege, the impact we can have is life changing. Our hospice is a bright and dynamic place to work.
How to apply:
If this role excites you, if you believe you possess the skills and values we need, and are deeply passionate about making a difference to patients and families when they need us most, we very much look forward to hearing from you <<link>>
We are committed to building a truly diverse workforce and welcome applications from all sections of society. 
Job Summary

The Ayrshire Hospice is ambitiously developing its main site and this development will support major organisational change, modernising service delivery for the benefit of staff, patients, carers and the public. 

We have no doubt that with our move back “home” to Racecourse Road, we will have even more people looking to join our team.  We are actively recruiting staff but also values – led volunteers to complement our fantastic staff team.

Our workforce is passionate about what we do and they understand how important our work is for the whole community of Ayrshire and Arran.  We want to support our staff and volunteers so they feel valued, trained and empowered to successfully contribute to the successful delivery of Hospice services.  Specifically, our volunteer family is growing and we will be looking to increase our volunteer team from 350 to over double that number to deliver services when we return back to our Hospice home and the Recruitment Administrator will be critical in supporting that goal.


Main Responsibilities
· Managing the administrative recruitment process from advert through to induction including coordinating welcome meet and greet events
· Supporting Hiring Managers with advertising for posts, ensuring that adverts are engaging, exciting and in line with our values 
· Building relationships with candidates throughout the recruitment process ensuring that it feels like a slick, simple and friendly process
· Managing all vetting processes end to end vetting for successful candidates, ensuring that they feel welcomed into the Ayrshire Hospice Team
· Taking ownership of our Applicant Tracking System, ensuring that candidates are kept up to date on their application and taken through the system appropriately
· Building relationships with local colleges, universities and other organisations for talent acquisition purposes
· Provide support and guidance to managers in relation to recruitment and selection policies and procedures
· Support Hiring Managers in giving feedback to unsuccessful candidates 
· General HR Admin to support the wider HR team 




Person Specification

	Requirement
	Essential/Desirable
	Tested 

	Education / Qualifications 
· Qualification in HR or administration
· Higher National Certificate qualification or SVQ Level 3 in Customer Service or equivalent, however relevant experience in a similar role is acceptable.
· Evidence of continuing professional development
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	Knowledge/Experience
· Proven experience in an HR/Recruitment role.
· Knowledge of UK employment legislation and best practices.
· Proficiency in HR software and Microsoft Office
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	Ability/Skills
· Strong organisational and time management skills, with the ability to prioritise tasks effectively.
· High level of discretion and ethical approach to HR.
· Ability to work independently and as part of a team.
· A positive ‘can do’ enthusiastic attitude, good judgement, and logical thinking
· Strong prioritisation skills with the ability to manage workload independently. 
· Well-developed interpersonal and facilitation skills, with ability to develop and sustain effective working relationships with staff at all levels of the organisation
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	Personal Qualities
· Strong values-led person who is motivated by doing the right thing
· Flexible approach
· Self-confident, self-reliant and decisive
· Be comfortable working under pressure
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