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	Role Profile
	

	Job Title:
	Talent Acquisition Coordinator

	Grade:
	PT2

	Reports to:
	Director of Talent

	Location and Working Pattern:
	London

	Department:
	People Team

	
	



	About the role
	

	Summary:
	As a Talent Coordinator, you'll provide high-quality operational and administrative support to the Talent Acquisition team, ensuring a seamless recruitment process for candidates, hiring managers and interviewers. You'll play a key role in coordinating interviews, managing recruitment administration and supporting the smooth running of recruitment operations across the business.
This role requires exceptional organisation, attention to detail and the ability to manage multiple priorities in a fast-paced environment.

	Role Responsibilities:
	· Coordinate interviews across multiple business functions, managing diaries and ensuring a seamless experience for candidates and stakeholders.
· Proactively monitor recruitment trackers and systems throughout the day, identifying and progressing interview requests and recruitment activity without requiring direction from the wider team.
· Manage recruitment administration across the hiring lifecycle, ensuring records within the ATS and other systems are accurate and up to date.
· Manage day-to-day communications with recruitment agencies, including candidate submissions, interview coordination and general queries.
· Raise purchase orders, process supplier invoices and maintain accurate recruitment financial records.
· Coordinate the onboarding of recruitment suppliers through OneTrust and other internal systems.
· Build effective relationships with Talent Partners, Hiring Managers, suppliers and candidates, providing a responsive and professional service.
· Support recruitment reporting, projects and continuous improvement initiatives.
· Ensure all recruitment activity is completed accurately and in line with company policies and compliance requirements.
· Contribute flexibly across Talent Acquisition activities and projects in line with evolving business needs.

	Your Experience/Skills:
	· Strong organisational skills with the ability to manage multiple priorities in a fast-paced environment. 
· Excellent attention to detail with a proactive approach to managing workload and identifying actions. 
· Experience using Microsoft Office and recruitment administration systems. 
· Experience raising purchase orders, processing invoices and supporting supplier administration. 
· Excellent communication, stakeholder management and customer service skills. 
Desirable
· Experience supporting an in-house Talent Acquisition team. 
· Experience using OneTrust or similar supplier onboarding/compliance platforms. 
· Experience using Applicant Tracking Systems (ATS),
· Experience working within a fast-paced commercial or technology-led organisation. 
· 

	Key Competencies:
	· Coordinate interviews accurately and in a timely manner, delivering an excellent experience for candidates and stakeholders. 
· Demonstrate a proactive approach to managing recruitment activity, ensuring interview requests and actions are progressed promptly. 
· Maintain accurate recruitment records, raise purchase orders for invoices received from supplier onboarding activities. 
· Build trusted relationships with Senior Talent Partners, Hiring Managers and external suppliers through responsive, high-quality support. 
· Demonstrate flexibility and a collaborative approach to supporting changing business priorities within the Talent Acquisition team.

	About QA
	At QA, we believe the future belongs to organisations that are able to learn, master and apply new skills at pace and scale. As the largest tech training company in the UK, we partner with 96% of the FTSE and most of the Fortune 500. We have served over 4,000 customers and 1+ million learners since 1985.

We believe skills alone aren’t enough but need to be applied back to the business in order to effect change. We do this through tailored learning programmes that connect learning across an organisation’s siloes, create continuity for learners, and feature collaborative, cohort-based modalities to apply skills at pace and at scale. Our unique end-to-end learning solution draws from deep expertise across apprenticeships and instructor-led training, and self-paced learning.
Please find out more about us at https://www.qa.com/about/careers/

	
	




i | [Insert title]		© QA Limited 2024
Author:	Date:	Copyright QA Ltd 2024

image1.png




