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Job Description


	
Job title:

Your place of work:

	
Recruitment lead

You are part of the Support Office Team
You will be based at your home address

	
Pilgrims’ Friend Society is a registered charity which has been providing Christian care and support to older people for over 200 years. We currently have 14 care homes and eight independent living housing schemes across England and Scotland where older people can live in warm and secure communities and have opportunities to flourish every day. 

As well as providing wonderful places for older Christians to live, we also equip the church with resources for ministry with older people.

Our Christian ethos is central to everything we do, and all our senior and Support Office staff are Christian. If you are a Christian and have recruitment experience, then we’d love to hear from you.


	
· The main purposes of your job are:
· To lead and manage recruitment across the organisation, ensuring high-quality staff are attracted and appointed to support the delivery of excellent services.
· To develop and implement effective recruitment strategies that meet workforce needs across care homes and central teams.
· To ensure recruitment processes are efficient, compliant and aligned with the organisation’s values, safeguarding standards and relevant immigration requirements.

· Success criteria:
· Vacancies are filled within agreed timeframes with high-quality candidates.
· Recruitment processes are consistent, compliant and provide a positive candidate and hiring manager experience.
· Certificates of Sponsorships are managed accurately and in line with immigration regulations.
· Hiring managers are well supported and confident in recruitment processes.

· Where you fit into the team:
You are responsible to the HR Manager
Working alongside the HR Team




· Your main job duties are:
· Lead and coordinate recruitment activity across the organisation, ensuring vacancies are effectively advertised and managed.
· Work with managers to understand needs and develop recruitment plans.
· Manage end-to-end recruitment processes including advertising, screening, interviews and offers.
· Assess management candidates to ensure they meet the occupational requirement standards and demonstrate alignment with the charity’s values, mission, and ethos.
· Conduct and manage the Certificates of Sponsorship (CoS) process in line with UK immigration and sponsorship requirements where applicable.
· Ensure all recruitment activity complies with employment legislation and organisational policies.
· Support and advise managers on recruitment best practice and interview processes.
· Manage relationships with job boards, recruitment agencies and other attraction channels.
· Identify and utilise the most effective sourcing channels, including job boards, social media, networking events, and employee referrals.
· Some travel may be required to support with open days or external recruitment events.
· Develop initiatives to strengthen the organisation’s employer brand and attract candidates aligned with the mission and values.
· Monitor recruitment metrics and provide reports to support workforce planning and improvement.
· Identify opportunities to improve recruitment processes, systems and candidate experience.

· General
· Attend noon prayers on Teams.
· Carry out any other duties reasonably required, that are within your capabilities, to ensure the smooth operation of Pilgrims’ Friend Society in relation to HR.
· Proactively develop knowledge and understanding of relevant areas of recruitment and the social care sector.
· Attend training sessions and participate in professional development opportunities as required.

Person Specification
· Minimum of 2 years recruitment experience.
· Experience with Recruitment agencies or internally managing end-to-end recruitment processes.
· Experience using applicant tracking systems (ATS) and HRIS.
· Knowledge or experience of the Certificates of Sponsorship (CoS) process and immigration compliance (desirable).
· Strong organisational skills and ability to manage multiple vacancies simultaneously.
· Excellent communication and interpersonal skills.
· Able to travel to various sites as required for the role.
· Ability to analyse recruitment data and use insights to improve recruitment outcomes.
· Proactive approach to learning and developing knowledge of recruitment and the social care sector.
Occupational Requirement (OR) 
As a result of our Christian ethos, this post is covered by an Occupational Requirement (OR) under Part 1 of Schedule 9 to the Equality Act 2010. The successful applicant will be expected to be a practising Christian and to clearly demonstrate: 
· a personal commitment to the mission, principles, values and practices contained in our Mission Statement
· active membership of local church congregation
an understanding of the faith aspects of the work of Christian charities, including the preparedness to pray with colleagues and clients, where appropriate
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