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Job Title: Recruitment Administrator
Location: Hybrid (Home & Bolton office 2 days per week.)
Reports to: Attiya Dar
Accountable to: Attiya Dar
Salary:       £25,837.50 per annum
Hours:       37.5 hours per week, Monday-Friday 9am-5pm

About us:
At Outcomes First Group, we believe every child can thrive when given the right environment for success. As one of the world’s leading providers in our sector, we deliver exceptional, research-led education tailored to each individual, with smaller class sizes and personalised learning plans. 

Our vision is to empower every child with a world-class education that nurtures potential and inspires lifelong learning, our mission is to unlock that potential through personalised learning and opportunity, and our promise is simple: we listen, we work together, and we are accountable to one another to make the remarkable happen.

Job Purpose:
We’re looking for an enthusiastic Recruitment Assistant to help us find the best talent and guide them through our recruitment process. 
Based at our Bolton office and reporting into the Education Resourcing Manager, our full time Recruitment Assistant will become an expert in sourcing the best talent for our educational roles. 
You’ll use your excellent people skills and communication skills to network, and drive talent to interview at OFG; and once a candidate enters our recruitment process, you’ll use your administration skills and attention to detail to ensure our back-office recruitment processes are smooth and compliant, through to job offers. 

Essential Experience:
· Excellent administration skills, with a keen eye for detail
· People skills – in this role you’ll speak to strangers daily by all media types, a confident telephone manner and communication skills will be essential
· The ability to gain credibility with stakeholders and candidates.
· A keen interest in the services we provide and the Education and Care Sector for SEN
· A motivation to develop your skills within both HR and Recruitment
· Previous experience with CRM’s, ATS’s or databases would be preferable but not essential

STANDARD RESPONSIBILITIES:

There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to.

Leads, manages, and participates in an annual performance review programme
Works, always, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
Observes, always, strict rules of confidentiality appropriate to the post.
To always comply with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues.

OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this.
Ability to work attentively and accurately with data inputting
[bookmark: _Hlk36106641]Undertakes other duties as assigned.
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