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Job Description 
	Job title:


	HR Recruitment & Operations Manager 


	Department/School:


	Human Resources


	Grade:


	8


	Responsible to:
	Deputy Director of Human Resources



	Location:


	University of Bath, Claverton Down campus and any other location operated by the University of Bath



	Job purpose

	Reporting to the Deputy Director of Human Resources, the HR Operations and Recruitment Manager will manage the performance of the HR administrative team acting as the direct line manager for the HR Support Services team, to ensure that high quality transactional tasks are delivered to the University.

He/she will lead the development of the team in terms of services, processes, systems and working practices and lead the relationships vital to the success of the team with all the key stakeholders: HR managers, employees, University departments, candidates and third party providers. 
The postholder will maximise the effectiveness of HR systems, efficiency of HR processes and the quality of customer service provided for the benefit of managers, staff and the HR team.



	Source and nature of management provided 

	Line manager of the HR Administrators within the team.



	Special conditions 

	


	Main duties and responsibilities 



	1
	Rationalise and standardise current processes and develop innovative ideas and processes to improve cost, quality and timeliness of delivery of both the HR Operations and Recruitment services.


	2
	Define services in terms of a service level agreement with stakeholders and monitor delivery, providing a monthly status report to the Director of HR and Deputy Director of HR.


	3
	Manage the delivery of a quality recruitment service



	4
	Maximise the use of automated systems for recruitment and HR administration.


	5
	Work with the University’s recruitment suppliers to maximise the cost effectiveness and impact of recruitment advertising and devise innovative approaches to advertising.



	6
	Train recruiting managers to ensure that they follow all University and legal requirements and are able to recruit and select staff effectively and safely.


	7
	Manage and motivate the HR Administrators to maximise their potential, knowledge and effectiveness in their roles and their team-working.

	8
	Lead on checks for right to work in the UK, Criminal Records Bureau etc and applications for Certificate of Sponsorship etc. Responsible for ensuring that all staff working in the University have completed all required checks and are legally eligible to work in the UK.

	9
	To develop the University’s Recruitment Code of Practice ensuring that it and practice in the University are compliant with all legal and regulatory requirements.

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
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Person Specification 
	Criteria

	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications


	
	
	
	
	

	CIPD graduate status
	X
	
	
	
	

	1st degree or equivalent 
	X
	
	
	
	

	Experience/Knowledge


	
	
	
	
	

	A proven track record in managing and delivering in a service environment
	X
	
	
	
	

	Proven track record in implementing change and delivering continuous improvement


	X
	
	
	
	

	Effective knowledge of right to work and Certificate of Sponsorship / immigration / UK Border Agency / Home Office  requirements including the Immigration and Asylum Act
	X
	
	
	
	

	Effective knowledge of HR best practice and legal requirements particularly in relation to recruitment and contractual matters. 
	X
	
	
	
	

	An understanding of delivering improvement through process driven activities.


	X
	
	
	
	

	Skills
	
	
	
	
	

	Proven people management skills – able to manage and motivate individuals and a team to high performance


	X
	
	
	
	

	Customer-focused
	X
	
	
	
	

	A focused approach, well organised with strong leadership skills


	X
	
	
	
	

	Able to manage stressful situations and to deliver successful outcomes
	X
	
	
	
	

	Able to deliver to targets and deadlines including when working under pressure.
	X
	
	
	
	

	Attributes
	 
	
	
	
	

	Positive and ‘can-do’ attitude and approach
	
	
	
	
	

	Committed to own personal and department’s development 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Code: A/F – Application form, I/T – Interview/Test, R - References
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