Recruiting Manager
 
 
 
 
General Position Summary:
 
Responsible for developing and driving organizational recruitment strategies, policies, processes and activities, to ensure the availability of highly talented people to facilitate achievement of the mission and goals of the business. This position maintains strategic partnerships with hiring managers and HR business partners through the organizational development and recruitment processes.
 
Essential Duties & Responsibilities:
· Oversee HR recruiting staff and manages full life cycle of recruitment process including sourcing, screening, identifying, and on-boarding a diverse and qualified applicant pool for all levels of placement. 
· Aligns the recruitment strategy and execution with the organizations key business drivers and implementing best practice programs and methods that will enhance the overall recruiting program from the perspective of hiring managers, senior leadership and current and future employees. Programs may include: College Recruiting, Internships, Social Media, Community Based Organization partnerships and focused recruiting campaigns.
· Conducts periodic processes, systems, and benchmark reviews to identify areas of both strength and improvement. Develops and implements processes and strategies to ensure successful alignment of business partners and departmental workflow. Manages and analyzes key processes, implements and recommends process improvements that will assist in meeting standards and/or targets
· Develops and maintains recruiting metrics to assess and measure effectiveness of recruitment strategies, programs, and resources.
· Advise management team in areas including but not limited to recruitment and staffing strategies 
· Provide input to the departmental recruiting budget, (e.g. placement fees, temporary staffing costs, ads, employee referral award, etc.). This includes establishing the recruitment budget and ensuring effective oversight, tracking, monitoring and reporting of costs throughout the year, approving contracts and expenditures. Negotiates fees with vendors, reviewing contracts and identifying cost savings opportunities. 
· Monitor and ensure compliance with changing, multi-state employment compliance requirements. 
· Manages recruiting function vendor and partner contracts, service level agreements, and on-going relationships 
· Other duties as assigned and will carry a requisition load and act in a recruiter capacity.
 
 
 
 
 



Supervisory Responsibilities:
Supervises 1 non-exempt employee (Senior Recruiting Coordinator) and 1 exempt employee (Sr. Recruiter). May also supervisor interim contract recruiters.
 
Education and/or Experience:
Bachelor’s degree or equivalent required.   This position requires a minimum of 8 years of increasingly responsible recruiting experience to include recent experience managing a recruitment team. Experience creating innovative recruitment strategies including the development of partnerships with College and Universities.
 
 
Qualifications:
· 8 years recruiting experience, preferably in a high volume, fast-paced healthcare or life sciences environment. 
· 3-years in a leadership role in Recruiting
· Experience recruiting scientific/life science technical professionals a plus
· Knowledge of best practice HR Policies and Procedures, especially as they pertain to recruitment processes. Demonstrated knowledge of targeted selection & behavioral interviewing techniques.
· Must have a positive approach to people and problem solutions along with a strong sense of discretion and the ability to maintain confidentiality. 
· Strong influencing and consultation skills required. Demonstrated ability to maintain confidentiality, and employ direct but diplomatic interaction with candidates, HR team and hiring managers
· 5 years experience identifying, developing, and implementing process improvements, to include experience with process orientation and business analytics
· Must have excellent verbal and written communication skills and ability to interact with candidates, recruiters, employees and management at all levels of the organization. 
· Knowledge of California and Federal employment laws, with multiple state employer experience helpful. 
· MS Office experience. Prior experience with applicant tracking systems (Taleo preferred) and/or HRIS (PeopleSoft or SAP preferred) necessary.   
· Ability to multitask and prioritize a must. Must be self-directed and able to work with little supervision. 
· Strong excel skills necessary to build, measure and report Metrics.
· Ability to travel occasionally - 5-15%
 
 

