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	Job Description

	

	Job Title:
	Talent & Onboarding Administrator 

	Department:
	People Team 

	Reports to:
	Talent Manager 

	Location:
	Wavertree Head Office 

	Contract Type: 
	12 Month Fixed-Term 

	
	

	Job Summary

	Supporting the Talent Team and operational departments to ensure all candidates are on-boarded to full CQC compliance. Provide effective, responsive and safe onboarding support in line with business needs and workforce plans. Ownership of the onboarding of clinical, non clinical, bank and salaried new starters from offer to first day, ensuring candidates and hiring managers receive the best service. Strive to offer effective communication, safety through compliance and an efficient service to keep our services running to support our patients.

	

	Key Responsibilities

	· [bookmark: _Hlk181696263]Responsible for the Right to Work, DBS, professional and compliance checks when on-boarding of all clinical and non clinical candidates as per role and company guidelines ensuring a seamless new joiner experience.
· Process and check references. 
· Check mandatory training is up to date and logged for relevant roles.
· Issue contracts or bank worker agreements to all new starters, ensuring each new starter is processed as a new hire.
· Engage with candidates to ensure all on-boarding is complete within a timely manner to ensure a robust start date is achieved. 
· Support with arranging interviews, start dates and inductions for new joiners liaising with operation and training teams. 
· Liaise with all departments within the business to ensure an excellent recruitment journey for hiring managers and candidates is experienced.
· Ensure the ATS and all on-boarding trackers are updated at all times. Ensure all key information is reported on each candidate and their progress is logged for auditing. 
· Attend recruitment events promoting PC24, focus on community engagement and promote and educate on PC24 as a business.
· Be the point of contact and source of knowledge for candidates and hiring managers for all stages through the on-boarding process, ensuring a great experience is received. 
· Support the Talent Engagement Coordinator’s with CV sifting and pre screens, as and when required.
· Maintain all People-related information and HR files (paper and electronic) in accordance with CQC best practice, adhering to GDPR guidance at all times.
· Understand the PC24 Culture and Values and apply this to your daily working day.


	
	Person Specification

	

	Job Title:
	Talent & Onboarding Administrator 

	Department:
	People Team 

	
	

	Education and Training
	Essential
	Desirable

	Onboarding and Recruitment knowledge acquired through relevant training and experience.
	X
	

	

	Knowledge, Skills and Experience
	Essential
	Desirable

	Knowledge of onboarding process for new hires
	X
	

	Knowledge of RTW, DBS, visas, systems and NHS employment checks
	
	X

	Ability to collate and log accurate data
	X
	

	Basic understanding of Employment Law and Best Practice
	
	X

	Awareness of HR policies and procedures and how these are applied in recruitment 
	
	X

	Ability to prioritise own workload and ensure SLAs are met and have excellent planning skills 
	X
	

	Experience of using an applicant tracking system
	X
	

	Experience of following process, guidelines and SOPs
	X
	

	Motivated and passionate about providing an excellent experience for candidates and hiring managers
	X
	

	Ability to maintain confidentiality and trust
	X
	

	

	Other Relevant Criteria
	Essential
	Desirable

	Ability to build positive relationships with managers, colleagues and candidates
	X
	

	Excellent interpersonal skills with the ability to communicate openly, professionally, confidently, honestly, clearly and accurately, adapting to suit individuals 
	X
	

	Ability to remain calm under pressure
	
	X

	Adaptable and flexible to a changing environment  
	X
	

	Able to travel to other PC24 sites and attend external recruitment events
	
	X

	Able to confidently escalate any risks where appropriate
	X
	

	Treats everyone with respect, care, compassion and dignity, upholding PC24 values at all times
	X
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