POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
MINORITY STUD RECRUIT SPECIAL  
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Plan, develop and implement aggressive and cutting edge recruitment strategies which successfully support the objective of providing qualified candidates; supervise and guide the day-to-day activities of assigned College of Pharmacy Team members, ensuring that workload is balanced and distributed properly.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Serve as a key member of the College of Pharmacy team by carrying out responsibilities of a recruiter for assigned departments; provide a high level of customer service by consulting with and guiding hiring managers regarding recruitment and staffing issues, policies and processes; understand and support the recruitment needs of departments, and aggressively recruit for qualified candidates. 

Distribute workload ensuring balance of activities between team members; participate in planning activities regarding recruitment strategies and service enhancements; identify new methods of attracting candidates. 

Ensure and participate in horizontal coordination with other elements of Recruitment (including UAMS Temporary Services) to ensure that activities flow seamlessly, swiftly, and efficiently between all functions. 

Provide liaison with various Human Resource departments such as HRIS, Benefits, Rewards and Recognition, Employee Occupational Health Services, and Staff and Labor Relations to streamline recruitment procedures. 

Supervise evaluation of applicant pool quality to include assessing pool through survey of recruiters and hiring managers, tracking time to hire data, determining cost to hire by collecting appropriate data, and evaluating diversity of hires by reviewing candidate pools on a regular basis. 

Make budgetary projections and recommendations to the Director regarding staffing patterns and overall recruitment needs and expenses. Assist the Director in reporting and analyzing measurement data, such as cost per hire and applicant flow data, to enhance the business decision-making which will impact staffing and continuous process improvement; participate in the communication of results of measurement analysis to hiring managers. 

Assist the Director in supporting the UAMS’S Affirmative Action/Equal Opportunity Program; consult with and provide coaching to managers to gather data needed to improve the policies and practices; recommend enhancements for a diverse workforce; ensure recruiters comply with EEO hiring guidelines and procedures, particularly for applicant tracking. 

Keep abreast of market trends and demands impacting on UAMS's ability to attract competitive candidates; serve as a critical management resource regarding such trends; coordinate with Rewards and Recognition in advising departments on salary considerations and equity. 

Incorporate the vision set forth by the Director Recruitment and the UAMS's mission and goals into the day to day recruitment strategies for the recruitment team; provide information to the Director regarding recruitment team issues; keep team members abreast of important issues necessary to enhance recruitment activities. Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Bachelor’s Degree in Human Resource Management, Business Administration or related field
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)    Work generally requires four years of experience working closely with hiring managers on recruiting and other human resource issues in a dynamic and diverse environment OR an equivalent combination of relevant education and/or experience.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



