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JOB DESCRIPTION
	JOB DETAILS



JOB TITLE:		Recruitment Administrator 
HOURS:		37.5 hours per week, Monday to Friday
REPORTING TO:	Head of Human Resources
BASE:			Central Office (travel to all Athena sites as and when required) 

	JOB SUMMARY         



The Recruitment Administrator will provide effective, proactive and compliant coordination across our recruitment processes, ensuring vacancies are progressed  efficiently and candidates receive a positive experience from initial application to onboarding completion and hiring managers are supported throughout the recruitment and onboarding journey across Athena.  

This role provides comprehensive onboarding support and works closely with hiring managers, the Resourcing team and the wider People Team to ensure recruitment activity is timely, correctly recorded, accurate and aligned with our Company priorities and values. 

The postholder will act as an ambassador for Athena, ensuring every interaction reflects our professional standards and values.

	JOB SPECIFIC RESPONSIBILITIES


· Maintain and manage Athena’s Applicant Tracking System (Reach), ensuring all candidate records are accurate, up to date and compliant at all times.
· Ensure approval for all vacancies is given and are advertised promptly and through appropriate recruitment channels
· Coordinate the full onboarding process for successful candidates, ensuring all required documentation and checks such as references, DBS checks and Right to Work verification in line with Home Office guidance, contracts, and planning start dates are completed accurately and within agreed timescales.
· Ensure outstanding documentation is actively followed up and escalated where necessary.
· Work with relevant teams to ensure new starters have a detailed induction plan in advance of their first day.
· Maintain accurate and up-to-date recruitment and onboarding records.
· Identify any gaps or inconsistencies in the onboarding process and raise these promptly.
· Management of the Recruitment Team inbox and act as the main point of contact for onboarding queries, supporting new starters and the administration teams within the homes to ensure a smooth onboarding process.
· Communicate with candidates throughout the recruitment journey, ensuring a professional, timely and welcoming experience.
· Develop an understanding of local recruitment markets and recommend alternative approaches where required.
· Identify and address or alert the relevant hiring manager of any issues that may delay a candidate's start date.
· Ensure all recruitment activity is fully compliant with safer recruitment practices, GDPR and relevant regulatory requirements (including CQC where applicable).
· Build effective working relationships with Home Managers and Administrators, providing guidance and support on recruitment processes and system usage.
· Support the Resourcing Business Partner with recruitment activity across the homes, including recruitment open days, careers events and local attraction initiatives.
· Respond to team member enquiries relating to recruitment policies and procedures in a timely and professional manner.
· Maintain accurate recruitment records at all times to and ensure secure handling of all candidate data in line with data protection requirements.
· Support the Resourcing Business Partner with collating recruitment data and producing regular reports, including vacancy levels, time to hire, onboarding compliance and performance.
· Support continuous improvement by identifying opportunities to enhance recruitment processes, systems, and candidate experience.
	Essential Criteria

	Qualifications/
Education
	· GCSE’s grade C/4 or above or equivalent in both English and Maths

	Experience

	· Minimum of 2 years’ experience working within Recruitment, Resourcing, HR administration or a similar coordination role position. 
· Good IT skills and confidence using Applicant Tracking Systems, databases and Microsoft Office.
· Experience with working in a care (desirable)

	Skills/
Knowledge


	· Strong organisational and administrative skills with excellent attention to detail.
· Ability to manage multiple vacancies and competing priorities effectively.
· Strong written and verbal communication and interpersonal skills.
· Strong organisational skills with the ability to manage multiple tasks and prioritise workload effectively.
· Good knowledge of Microsoft Office applications and Windows-based systems.
· Understanding of safer recruitment practices and pre-employment checking processes.
· Strong customer service skills with a focus on delivering a positive candidate experience.

	Personal Qualities
	· Proactive – identifies opportunities and acts without waiting to be asked.
· Organised – manages competing priorities and ensures recruitment activity stays on track.
· Responsive – acts with appropriate urgency, particularly where vacancies or candidate issues are business-critical.
· Accurate – understands the importance of accurate recruitment and onboarding information.
· Collaborative – works positively with managers and colleagues to achieve recruitment objectives.
· Candidate-focused – understands the importance of a professional and engaging candidate experience.
· Accountable – takes ownership of agreed actions and follows them through to completion.
· Resilient and adaptable – able to respond effectively to changing recruitment priorities and business needs.

	Additional Requirements
	· Willing and able to travel to other Athena homes to provide training and support as needed.
· Full UK driving licence (desirable) to be able to travel to other homes where needed for training and support.



This job description reflects the current main organisational priorities for the position. These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business. 

Please sign to confirm you fulfil the essential criteria as detailed above and you accept and agree to deliver and comply with all requirements detailed in this job description for the Recruitment Administrator position.

Post holder’s name:  	…………………………………………………………

Post holder’s signature: 	…………………………………………………………

Date:					…………………………………………………………
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