

	



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Human Resources
	SERVICE GROUP: PACT HR

	POST TITLE: Recruitmemt Advertising Officer
	REPORTS TO: HR Support and Advertising Team Leader

	GRADE: Band 5
	SAP POSITION NUMBER : 50105312


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post:

	To provide an accurate, efficient and courteous recruitment and advertising Service to
schools in the Bradford district, and other customers.
Processing recruitment adverts and inserting them in hard copy and online publications
 and media.


	Main Responsibilities of Post: 

	Strategic:

· To contribute to the development of the recruitment advertising service within PACT HR, maximising advertising reach and revenue where possible.

Operational:

· Receive recruitment adverts from schools during the week

· Ensure adverts are logged and recorded

· Create, design and proof read adverts
· Calculate the costs of adverts and provide the information to schools
· Publishing of vacancies online, in print and external media
· Work to tight deadlines to ensure the publication is printed and distributed

· Use social media to advertise and promote vacancies
· Liaise with candidates and respond to queries regarding candidate registration and applications
· Liaise with customers, internal staff and suppliers at all levels

· Answer telephone enquiries

· Co-ordinate the collation of and requests for application packs 

· Candidate management

· Ensure appropriate updating of electronic and paper files

· Maintain and update records, using spreadsheets and financial systems

· Provide admin support to the HR  teams

· Implement and have regard to Bradford Council’s policies and procedures.

· Operate within the guidelines of the Service



	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical/specialist area
· Knowledge of recruitment and selection procedures

· Able to follow administrative procedures

	X
X

X

	
	

	Uses a range of complex IT packages relating to area of work, including desk top publishing, spead sheets, word etc


	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.

	

	Knows and understands how to use, interpret, handle and communicate

Information

	X

	Knowledge of the recruitment industry and recruitment processes
	

	
	


	Relevant experience requirement: Will be used for shortlisting


	Experience of carrying out work accurately and to tight deadlines



	Experience of dealing with customers over the telephone

	Experience of using email to communicate with customers

	Some creative flair for the design and production of recruitment advertisements


	Relevant professional qualifications requirement: Will be used for shortlisting


	NVQ level 2 in business administration or equivalent practical experience

	

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	.  

	Special Conditions: 

	Some out of office hours may be required to ensure deaslines are met

	

	Compiled by: 

Date: 
	Grade Assessment Date:


	Post Grade:


HR Support and Advertising Team Leader





Recruitment Development Officer





Recruitment and Advertising Officer





Recruitment and Advertising Officer











