
As par t  of  a cent r al i sed HR shar ed ser v i ce cent er  pr ovi di ng 
gener al i s t  HR and r ecr ui t ment  advi ce t o suppor t  Pol i ce,  Fi r e & 
Rescue and t he Commi ssi oner ’ s  Office.   You wi l l  l ead on t he 
r ecr ui t ment  act i v i t y  f or  Fi r e and Rescue Ser v i ce.   

Your  wor k i s  l i kel y  t o be t act i cal ,  and f ocused on t he day- t o- day  
del i ver y  of  t asks.  You’ l l  be r esponsi bl e f or  l i ai s i ng wi t h manager s,  
HR t eam and t he r ecr ui t ment  t eam t o gat her  i nf or mat i on t o ut i l i se 
t hi s  t o under st and your  wor k,  or gani sat i on and pr of ess i on.   

Role Purpose

Generic Key Tasks and Responsibilities:

Be an i ni t i al  poi nt  of  cont act  f or  HR Shar es Ser v i ces t o deal  wi t h 
day  t o day  enqui r i es  f r om i nt er nal  and ex t er nal  cust omer s ei t her  by  
t el ephone,  emai l  or  i n per son.
Responsi bi l i t y  f or  t he co- or di nat i on and devel opment  of  r ecr ui t ment  
syst ems and pr ocesses f r om i ni t i al  r equi r ement s  t hr ough t o 
appoi nt ment
Be t he i ni t i al  poi nt  of  cont act  f or  r ecr ui t ment  suppor t  and gui dance 
t o manager s acr oss t he Ser v i ce and For ce.
Under t ake gener al i s t  t r ansact i onal  and admi ni s t r at i ve HR act i v i t y  
al i gned t o r ecr ui t ment .
Take t he l ead on pr ovi di ng r ecr ui t ment  advi ce and gui dance i n a 
consi st ent  and accur at e manner ,  ensur i ng t hat  any  r ecr ui t ment  
act i v i t y  compl i es wi t h t he l egi s l at i ve f r amewor k.  

Key Tasks and Responsibilities:
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Pr ovi de suppor t  and advi ce t o hi r i ng manager s,  HR Busi ness Par t ner s  
and HR Officer s i n r espect  of  r ecr ui t ment  pol i c i es and pr ocedur es.
Respond t o r ecr ui t ment  enqui r i es  f r om i nt er nal  and ex t er nal  
candi dat es ei t her  by  t el ephone,  emai l  or  i n per son.
Desi gn r ecr ui t ment  pr ocesses and pr ocedur es,  i ncl udi ng assessment  
cent r e’ s  t o ensur e an effici ent  and effect i ve r ecr ui t ment  ser v i ce.
Suppor t  and desi gn of  pr omot i on pr ocesses at  al l  l evel s  f or  
oper at i onal  and suppor t  post s  ensur i ng t hat  t hese ar e abl e t o 
measur e t he r el evant  compet enci es as r equi r ed.   
Del i ver  t r ai ni ng t o manager  and st aff i n r espect  of  t he r ecr ui t ment  
pr ocess and assessment  ski l l s
Ar r ange psychomet r i c and abi l i t y  t est i ng and suppor t  wi t h t he desi gn 
of  wor k r el at ed.  
Have a f ul l  oper at i onal  under st andi ng and mai nt ai n compet ency  at  t he 
advanced l evel  of  t he Appl i cant  Tr acki ng Syst em t o ass i s t  i n t he 
i mpl ement at i on of  any  agr eed changes wi t h t he suppor t  of  t he wi der  
r ecr ui t ment  t eam.   
Hel p compi l e r epor t s  and anal y t i cs  on r ecr ui t ment  act i v i t y .
Over see t he r ecr ui t ment  pr ocesses t o ensur e cont i nuous i mpr ovement  
and devel opment
Suppor t  posi t i ve act i on act i v i t y  as and when r equi r ed
Ensur e r ecr ui t ment  r ecor d keepi ng i s  i n l i ne wi t h l egal ,  dat a 
pr ot ect i on,  audi t  r equi r ement s  and r et ent i on per i od.  
Manage t he pr ocess of  r ecr ui t i ng t empor ar y  s t aff,  l i ai s i ng wi t h 
suppl i er s  and ensur i ng t he t er ms ar e adher ed t o dur i ng any  
pl acement .   
Coor di nat e t he del i ver y  of  t he Cor por at e I nduct i on pr ocess
Pr ovi de gui dance and assi s t ance t o manager s and st aff of  t he j ob 
eval uat i on syst em.
Ensur e al l  pr e empl oyment  checks ar e car r i ed out  appr opr i at el y ,  
mai nt ai ni ng an up t o dat e knowl edge of  t he Di scl osur e and Bar r i ng 
Syst em and r equi r ement s
Pr ovi de advi ce t o manager s of  DBS r equi r ement s  r el evant  t o speci fi c 
r ol es.   
Pr ovi de suppor t  t o t he admi ni s t r at i on f unct i on at  peak per i ods and 
dur i ng per i ods of  absence due t o l eave or  ot her wi se.
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Behaviours
The Behavioural Competency Framework (BCF) has six competencies that are clustered into three
groups. Under each competency are six levels that show what behaviours will look like in practice.

This role should be operating at the following levels:
Resolute, compassionate and committed

We are emotionally 
aware

Valuing Diversity 2
Managing Sensitivities/Political Savvy 2

We take ownership Customer Service 2
Maintaining Accuracy/Sustainable Working 2

Inclusive, enabling and visionary leadership1a

We are collaborative Partner Working 2
Managing Complexity/Strategic Planning 2

We deliver, support and
inspire

(self) Leadership 2
Supporting Colleagues/Coaching & Mentoring 2

Intelligent, creative and informed policing

We analyse critically Problem Solving 2
Situational Judgement 2

We are innovative and
open-minded

Continuous Improvement 2
Futurology 2

Education, Qualifications and Experience
Essential: Desirable:

And to be accountable for: (ie responsibilities held by others but measured and owned by this role) N/A

Pr ovi de suppor t  and advi ce t o hi r i ng manager s,  HR Busi ness Par t ner s  
and HR Officer s i n r espect  of  r ecr ui t ment  pol i c i es and pr ocedur es.
Respond t o r ecr ui t ment  enqui r i es  f r om i nt er nal  and ex t er nal  
candi dat es ei t her  by  t el ephone,  emai l  or  i n per son.
Desi gn r ecr ui t ment  pr ocesses and pr ocedur es,  i ncl udi ng assessment  
cent r e’ s  t o ensur e an effici ent  and effect i ve r ecr ui t ment  ser v i ce.
Suppor t  and desi gn of  pr omot i on pr ocesses at  al l  l evel s  f or  
oper at i onal  and suppor t  post s  ensur i ng t hat  t hese ar e abl e t o 
measur e t he r el evant  compet enci es as r equi r ed.   
Del i ver  t r ai ni ng t o manager  and st aff i n r espect  of  t he r ecr ui t ment  
pr ocess and assessment  ski l l s
Ar r ange psychomet r i c and abi l i t y  t est i ng and suppor t  wi t h t he desi gn 
of  wor k r el at ed.  
Have a f ul l  oper at i onal  under st andi ng and mai nt ai n compet ency  at  t he 
advanced l evel  of  t he Appl i cant  Tr acki ng Syst em t o ass i s t  i n t he 
i mpl ement at i on of  any  agr eed changes wi t h t he suppor t  of  t he wi der  
r ecr ui t ment  t eam.   
Hel p compi l e r epor t s  and anal y t i cs  on r ecr ui t ment  act i v i t y .
Over see t he r ecr ui t ment  pr ocesses t o ensur e cont i nuous i mpr ovement  
and devel opment
Suppor t  posi t i ve act i on act i v i t y  as and when r equi r ed
Ensur e r ecr ui t ment  r ecor d keepi ng i s  i n l i ne wi t h l egal ,  dat a 
pr ot ect i on,  audi t  r equi r ement s  and r et ent i on per i od.  
Manage t he pr ocess of  r ecr ui t i ng t empor ar y  s t aff,  l i ai s i ng wi t h 
suppl i er s  and ensur i ng t he t er ms ar e adher ed t o dur i ng any  
pl acement .   
Coor di nat e t he del i ver y  of  t he Cor por at e I nduct i on pr ocess
Pr ovi de gui dance and assi s t ance t o manager s and st aff of  t he j ob 
eval uat i on syst em.
Ensur e al l  pr e empl oyment  checks ar e car r i ed out  appr opr i at el y ,  
mai nt ai ni ng an up t o dat e knowl edge of  t he Di scl osur e and Bar r i ng 
Syst em and r equi r ement s
Pr ovi de advi ce t o manager s of  DBS r equi r ement s  r el evant  t o speci fi c 
r ol es.   
Pr ovi de suppor t  t o t he admi ni s t r at i on f unct i on at  peak per i ods and 
dur i ng per i ods of  absence due t o l eave or  ot her wi se.
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 CIPD Level 3 Qualified or currently 
working towards.

 Experience of working within a customer 
service environment and be able to 
demonstrate the delivery of a high 
standard of customer service.

 Experience of undertaking administration
processes with the ability to keep 
accurate records, both manual and 
computerised.

 Experience of managing competing 
deadlines and delivering results through 
effective planning and organising of 
work, whilst maintaining quality 
standards.

 Experience of windows based 
applications including Microsoft Office 
packages.

 Experience of working as part of a team 
and be able to demonstrate the ability to 
build effective working relationships 
within the team environment.

 Experience of working a Recruitment 
ATS (applicant tracking system)

 Experience of Public sector recruitment 
processes



Skills Matrix (See Skills Matrix)
Essential: Desirable
 Effective interpersonal skills 

demonstrating the ability to 
communicate clearly and concisely

 The ability to prioritise own time  and
workloads, working methodically and
with minimum supervision.

Leadership Passport Level Practitioners &
Team Leaders

1st Line
Mngrs

2nd Line 
Mngrs

Senior
Mngrs

1 2 3 4
* Indicates that training will be provided as part of the role in this skill

Special Conditions

Own car for business use Yes

Higher level vetting required No

Requirement to wear Uniform No

Requirement for post entry training No

Fixed Hours No

Weekend working expected Occasionally

Shift allowance No

Fixed term or temporary role Fixed Term 12 Months

Politically Restricted No

On call/standby rota No

Flexitime Role Yes

Notice Period 1 week 28 Days 1 month 3 months

Agile Profile (See Agile Matrix)
Desk Confidentiality Systems & 

Email
Telephony Paper Hours

4 5 3 4 3 3


