University of
Northampton

Talent Acquisition Advisor
Job Description




Job Title: Talent Acquisition Advisor
Grade: 6
Responsible to: Head of Talent Acquisition

Overall Purpose

Reporting to the Head of Talent Acquisition, this role is operationally responsible for supporting how
the University of Northampton (UON) positions itself, externally, as an employer of choice, in the job
markets where UON acquires talent, in both academic and professional services disciplines. In doing
so, it is critical that UON is positioned as the welcoming and inclusive employer that it is, and that this
brand positioning helps grows the diversity of the UON workforce.

The post holder will tactically guide recruiting managers on which resourcing channels will best deliver
them a range of skill-appropriate and diverse candidates.

This person will (supported by the Talent Acquisition Assistant) oversee all of UON's open vacancies
from end to end, guiding recruiting managers through the vacancy approval process, managing
candidate attraction, selection, on-boarding and induction processes, ensuring the UON'’s new recruits,
at all levels, get their UON careers off to the best possible start.

This role is also responsible for analysing recruitment data, drawing information from it and making
associated recommendations.

Principal Duties and Responsibilities

e Recommending successful candidate attraction routes for all UON jobs

o Dispensing candidate selection-tool advice to recruiting managers

e Fully managing all UON vacancies from beginning to end, including induction

e Filling all UON jobs

e Through research, influencing how UON'’s central recruitment budget should be spent, to best effect

e Assess all recruitment data e.g. time to recruit, cost of recruitment, equality impact and make
operational recommendations for improvement across all areas.

Generic Duties and Responsibilities

e Maintaining the design of the UON website and other university-owned media to be as much an
advert for the University’s employer brand as it is a student / organisational brand

e Streamlining and simplifying the vacancy authorisation processes at UON, including developing a
library of resources for recruiting managers, so as to make the job-building and approval processes
educational (so that managers have to really think about what they're recruiting for before they
begin), but straightforward to engage with

e Networking in UON's employment markets (in academic and professional services spheres,
including as an active member of University HR’s talent acquisition networks) so as to understand
the employment market pressures, including salary pressures, in UON's talent management eco-
system
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e Managing day to day relationships with recruitment advertising agencies and recruitment agencies
in all UON'’s employment markets

e Recommending successful candidate attraction routes, job by job

e Taking responsibility for analysing the quality and volume of candidature for each role,
recommending remedial action when quality / quantity is not good enough

¢ Building and maintaining control of a library of all UON job descriptions and person specifications,
ensuring that they contain no candidate attraction barriers, that there is consistency of content pan-
UON, and that they conform to statute and best practice, including ensuring that required
qualifications are proportionate

e Guiding managers through the job offer process and then ensuring that contracts of employment
are created as well as candidate due diligence i.e. references, right to work checks, disclosure and
barring checks, senior leadership recruitment due diligence e.g. social media / financial probity
checks

e Responsible for supervising all UON onboarding and employee set up (including with systems
privileges, induction / mandatory training requirements) processes

e Full operational management responsibility for recruitment partners e.g. jobs boards, recruitment
advertising agencies, recruitment consultancies, candidate vetting suppliers, etc.

e The post holder will be expected to undertake other responsibilities and tasks as reasonably
requested by the Head of Talent Acquisition

e The job description may be altered at any time in the future in line with the level of the post to meet
changing institutional requirements, but only in full consultation with the postholder.
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Person Specification

I Essential Assessment
Criteria .
/ Desirable | Methods
Qualifications
CIPD Level 5, or other related HR / recruitment qualification, or , o
1 . Essential Application
relevant experience
2 | Adegree or equivalent experience Essential Application
Evidence and commitment to continuing professional , I
3 &P Essential Application
development
4 | Qualified in interpreting candidate psychometric testing profiles | Desirable Application
Skills, Knowledge and Experience
Experience of building talent acquisition plans for departments,
with a track record of influencing leaders on adopting
successful approaches to ensure a quality talent pipeline is built
and sustained.
Application
5 | Demonstrable experience of building captivating employer Essential Interview
brands in tight labour markets Presentation
Strongly customer focused and can demonstrate how they have
improved hiring managers'’ view of a talent acquisition team /
process through great service and delivering desired results
Understands the candidate psyche and knows the importance
6 of treating applicants as consumers; understands the candidate Essential Application
journey for pre-application to induction and can demonstrate Interview
how they have made tactical improvements to the above
A deep knowledge of how to assess candidates’ suitability for Application
7 | roles, using the full armoury of selection tools available, Essential Interview
including psychometric and ability testing
Analytical and decision-making skills - exploring, evaluating and R
. o . . o . Application
8 | interpreting information and ability to take decisions and make | Essential Interview
recommendations based on an analysis of options
Ability to think conceptually and communicate concepts : Application
9 . Essential .
effectively Interview
Excellent organisational and prioritising skills; ability to work , Application
10 . Essential .
under pressure and meet deadlines Interview
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Excellent interpersonal skills being able to form positive L
. . . . . Application
11| working relationships at all levels. Excellent presentation and Essential .
. . Interview
coaching skills
12 Persuasion and influencing skills - ability to present ideas and Essential Application
proposals effectively Interview
13 Ability to communicate effectively, in writing and verbally, on a Essential Application
one-to-one basis, and with groups Interview
. . . . . . Application
14 | Proven administration experience, including databases Essential PP .
Interview
An appreciation of the challenges of talent acquisition in higher ) Application
15 pp‘ & 9 & Desirable PP .
education Interview
Personal Qualities
. L : Application
16| Ability to adapt to organisational change Essential PP :
Interview
. . . , Application
17 | Ability to adapt to technological advances in the workplace Essential ppic
Interview
. . Application
18 | Achievement focused Essential PP ,
Interview
Application
19| Team worker Essential PP |c.at|o
Interview
. . . Application
20| Flexible attitude to work Essential PP )
Interview
. . Application
21| Diplomacy Essential PP .
Interview
: : . Application
22 | Professional manner at all times Essential :
Interview
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