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Recruitment Administrator- Central

JOB TITLE: Recruitment Administrator- Central		
			
LOCATION: Bolton		
	
HYBRID WORKING: Yes, office days 2 per week	 
		
REPORTS TO: Sophie Borek 

ACCOUNTABLE TO: Claire Howarth

JOB PURPOSE: 
We are looking for a proactive and organised Recruitment Assistant to join our Central Recruitment Team. This is a fast-paced, varied role supporting hiring managers and candidates throughout the end-to-end recruitment process.

You will play a key part in ensuring vacancies are accurately set up, advertised effectively, and managed efficiently through to offer stage. Acting as a central point of contact for candidates, hiring managers, and internal teams, you will help deliver a smooth, professional and compliant recruitment experience.

This role requires excellent administration skills, strong communication abilities, and confidence when liaising with stakeholders at all levels.

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.

KEY RESPONSIBILITIES: 

Vacancy & Advertisement Management
· Setting up vacancies from approved requisitions or directly from hiring managers.
· Amending, refreshing, and closing vacancies as required.
· Posting vacancies across job boards and platforms including LinkedIn and Indeed.
· Ensuring all adverts are accurate, clear, and presented to a high standard.
· Liaising with third-party agencies/providers (3P companies) where additional sourcing support is required.

Candidate Management
· Managing applications within the REACH system, progressing candidates through each stage of the recruitment process.
· Transferring candidates between vacancies where appropriate.
· Contacting candidates to gather additional information, arrange interviews, communicate outcomes (offers/rejections), and provide updates.
· Conducting references and reference verification checks to support compliance.
· Managing and coordinating assessment tools such as HOGAN and ERA, ensuring assessments are issued, returned, and shared with relevant stakeholders.

Interview & Hiring Manager Support
· Coordinating and confirming interviews, setting up interview slots, and sending interview and candidate packs.
· Communicating with hiring managers to arrange interviews and obtain required documentation.
· Providing system support to managers where needed.
· Preparing and issuing manager forms via REACH for HR contract processing.
· Creating interview notes, job descriptions, presentations, and benchmarking documents to support hiring decisions.

Reporting & Administration
· Managing the central recruitment inbox and recruitment phone line.
· Producing and distributing weekly recruitment reports.
· Supporting with onboarding coordination by liaising with relevant teams to track candidate equipment and onboarding status.
· Maintaining accurate data across recruitment systems, CRM/ATS platforms, and databases.

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.

EXPERIENCE, SKILLS & QUALIFICATIONS:
· Excellent administrative and organisational skills with strong attention to detail.
· Confident communicator with a professional telephone manner.
· Ability to build credibility with candidates and internal stakeholders.
· Comfortable speaking to a high volume of people across multiple communication channels.
· Motivated to develop within a recruitment or HR environment.
· Previous experience using CRM systems, ATS platforms, or recruitment databases is desirable but not essential.
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