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Job description

	Job title
	Resourcing Assistant 

	College/Service
	People

	Department/Team
	People and Culture

	Accountable to
	Senior Resourcing Adviser

	Contract
	Permanent

	Term
	35 hours per week, 52 weeks per year

	Grade
	Grade 2

	Salary
	£30,155 - £33,961 per annum

	Location
	Hybrid – UAL Various Sites/Home

	HERA Reference
	001479



Purpose of the role
Join our friendly, dynamic and collaborative Resourcing Team as a Resourcing Assistant and become an integral part of our department by providing first-class, customer-focused recruitment and staff administration support.
As a Resourcing Assistant, you will be the initial point of contact for the candidates, and you will support them through the entire recruitment process from their initial enquiry or application to their onboarding. 
You will also assist Hourly Paid staff including Hourly Paid Lecturers (HPLs) and Hourly Paid Support Staff (HPSS) with our reengagement, claims and contracting work.
Working collaboratively with the other team members, you will take ownership and liaise with the candidates in an appropriate and timely manner, ensuring that the whole process is a positive experience for all the stakeholders involved and that all areas are supported as necessary.
Key duties and responsibilities
· Support with routine and ad-hoc administrative tasks such as preparing shortlisting and interview packs, arranging interviews, entering schedules, processing claim forms (Hourly Paid Support, Additional Hours/Overtime, Agreed Fees and Special Lecturer Engagement).
· Respond orally, in writing and face-to-face on a wide range of queries from internal and external sources through various applications and systems such as Microsoft Office (including Teams and Outlook), Oleeo and HPS.
· Sort and distribute incoming emails to inboxes for staff recruitment and hourly paid activities which include both college/service specific inboxes and a general UAL Jobs inbox, ensuring messages are responded to or actioned within a timely manner as per agreed SLA timeframes.
· Contribute to and administer recruitment systems (including iTrent, Oleeo and HPS), services and projects as required, maintaining accurate record keeping (e.g., data entry) and complying with data protection requirements.
· Provide a range of pre-arrival information for new staff, communicating as necessary to ensure that individuals are welcomed and have all the necessary documentation and information to support their joining the University.
· Ensure that the right to work checks for the new joiners are conducted accurately and recorded on the HR System (iTrent) following University procedures, reporting any breaches and/or omissions immediately to the Resourcing Manager and Senior Resourcing Adviser. 
· Maintain a resource library of interview questions and Job Descriptions and Person Specifications to support recruiting managers during the recruitment campaigns.
· Support the continuous improvement in the delivery of resourcing activities across staff recruitment and hourly paid, working closely with colleagues in Resourcing, HR Systems, Payroll, Pensions, other HR Teams, Finance and various College/Service stakeholders to achieve this. 
· Provide cover and support for other members of the Resourcing Team as required.
· Maintain a high level of confidentiality and ensure excellent customer service in all areas of work.
Key working relationships
· HR People Team including Resourcing, Payroll, Pensions, Operations, Systems, Business Partners, Consultants, Advisers
· Programme Director (PD), Course Leaders (CL)
· Vice-Chancellor (VC), Deputy Vice Chancellors (DVC), Pro-Vice-Chancellors (PVC)
· Director(s) of College Administration (DOCA) and Deans of Colleges
· Head of Finance, Finance BPs
· Executive Board and Executive Group members
· Hiring managers and other staff at UAL
· External partners including recruitment agencies
· External candidates and internal employees
General duties
These duties below are in addition to the duties and responsibilities listed above:
· Perform duties and tasks consistent within the scope and grade of your role as reasonably may be expected and assigned to you from anywhere within the university. 
· Undertake health and safety duties and responsibilities appropriate to the role. 
· Work in accordance with the University’s Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality diversity and inclusion in your work. 
· Undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the University’s Planning, Review and Appraisal (PRA) scheme and staff development opportunities. 
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness. 
· Conduct all financial matters associated with the role in accordance with the University’s policies and procedures, as laid down in the Financial Regulations. 
· Contribute to the University’s Climate Action Plan and Social Purpose Strategy which sets out our principles, commitments and goals towards climate justice and our socio-environmental purpose. 
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Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Educated to GCSE level in English and Maths or equivalent training/education.
· IT competent with an ability to undertake accurate record keeping (e.g., data entry) and experience of using MS Office (Word, Excel, Outlook).
· Experience of working in a busy, customer focused, office environment.

Knowledge of recruitment processes and administration is desirable but not essential. 
Communication skills
· Communicates with others effectively orally or in writing.
Research, learning and teaching or Professional practice
· Proven ability to learn new systems and deliver effective basic training to support understanding and learning.
Planning and managing resources
· With guidance, plans, prioritises and organises work to achieve objectives on time.
Teamwork
· Respect for others, works collaboratively and ensure the principles of equality, diversity and inclusion are upheld.
Student experience or customer service
· Provides a positive and responsive student or customer service.
Creativity, innovation and problem-solving
· Where appropriate uses initiative or creativity to resolve problems.
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