
JOB DESCRIPTION

POSITION TITLE



Employment Specialist (F)




REPORTS TO:



Director of Human Resources

PRIMARY FUNCTION: 


Under minimal supervision, this position coordinates all aspects of the recruitment and selection process for non-faculty employees in accordance with all applicable federal, state, and local laws and regulations.  This position also assists faculty searches in regards to the use of the applicant tracking system. 

AREAS OF RESPONSIBILITY:

1. Facilitate the employment process of non-faculty employees, by consulting with supervisors to:

a. Assess department structure
b. Develop complete job description

c. Coordinate, together with the Associate Director for HR, a salary recommendation 
d. Determine if, based on labor statistics, this is a position where affirmative action initiatives are deemed appropriate
e. Structure recruitment plan

f. Ensure a defensible recruitment process resulting in a qualified hire
2. Acts as People Admin software site administrator
a. Assists in training of new and current users as well as serving as a liaison to applicants
b. Requests system changes to vendor
c. Manages and manipulates database

d. Serves as technical liaison for faculty searches 
3. Develops and conducts the orientation program for non-faculty employees

a. Creates and coordinates materials, speakers, tracking forms and feedback evaluations for monitoring the effectiveness of the program
b. Facilitates the onboarding of new employees by ensuring standardization of the process across departments

c. Educates supervisors on onboarding expectations

4. Manages process to ensure accuracy of database information for requisitions, new hires, and status changes in a timely manner. 

5. Cultivates and maintains recruiting sources locally, regionally and nationally with emphasis on voluntary affirmative action goals.  Seeks out and attends and community employment activities.  
SUPERVISORY RESPONSIBILITIES: 
May provide functional supervision for student workers.

CONTACTS:
Cabinet members, hiring managers, faculty, advertising vendors, St. Olaf community, community employers, and the general public.

EDUCATION: 
Essential:

BA/BS degree in related field. 




Desirable:

Human Resource degree.  

EXPERIENCE:         Essential:
Experience in exempt/non-exempt affirmative action recruiting, training and record keeping.  MS Office Suite, with an emphasis on database 

management.  
Desirable:
Experience extracting data from MS Access and other relational databases and importing into other software programs.
KNOWLEDGE, SKILLS, ABILITIES:

· Must possess intermediate to advanced level computer skills, with ability to analyze and summarize data in a timely and meaningful way.  

· Understanding of relational database structure and how to manage and maintain their integrity. 
· Ability to communicate effectively verbally and in writing across all lines of the college. 

· Excellent interpersonal skills

· Handle administrative records and files, personnel actions, performance evaluations, promotions and other information in a professional and confidential manner. 

· Basic understanding of employment law and basic staffing issues.

PHYSICAL DEMANDS:
none 

WORKING ENVIRONMENT:

High traffic office setting w/frequent interruptions.

WORK SCHEDULE:
FTE:  1.0


Term: Full Year



Shift: Campus Office Hours 8:00am –5:00pm, Monday - Friday 

APPROVAL:                                                 Roger Loftus

DATE:




September 2011
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