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MANAGEMENT – IN CONFIDENCE
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Job Description

	Post title:
	Recruitment Advisor

	Reports to:
	Workforce & Reward Manager

	Based:
	Home based with regional travel to GP practices as required

	Function:
	Corporate: People Team 




Job summary:
The Recruitment Advisor role is split between recruitment and onboarding, providing end-to-end support for hiring across Operose Health's GP practices. The post holder will work closely with hiring managers, including regular weekly calls and will produce weekly reports to track progress. Strong attention to detail, excellent organization and a proactive approach are essential to managing a busy and varied caseload.












Key responsibilities:

Recruitment
· Manage end-to-end recruitment for allocated vacancies across GP practices, from requisition through to offer
· Hold regular (weekly) calls with hiring managers to review vacancy progress and agree next steps
· Advertise vacancies and manage candidate applications through the ATS
· Shortlist candidates against role criteria and coordinate interview scheduling
· Liaise with hiring managers on offer details, feedback and next steps
· Produce and issue weekly recruitment reports/trackers to hiring managers and stakeholders
· Maintain accurate, up-to-date recruitment records, trackers, and the R Drive

Onboarding
· Coordinate pre-employment checks (DBS, Right to Work, references, occupational health etc)
· Issue and track onboarding documentation, contracts and new starter packs
· Liaise with hiring managers and practices to ensure a smooth first day and induction
· Update HR/iTrent systems with new starter details
· Monitor onboarding progress, chasing outstanding actions and flagging delays promptly
· Ensure compliance with HR and regulatory requirements throughout the onboarding process

Key skills and attributes
· High level of attention to detail and accuracy across recruitment and onboarding documentation
· Strong organisational and time-management skills, with the ability to manage a busy, varied caseload
· Proactive and self-motivated, able to work independently and anticipate issues before they arise
· Confident communicator, comfortable liaising with hiring managers on a regular (weekly) basis
· Able to work to deadlines and produce clear, accurate weekly reports
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