
                 
 
    

                                                       
                                                                                                                                                                                                                                       

Job Title: Recruitment Assistant 

Department: HR 

Location:  
London, City  

  

About the role: 

To assist in the implementation of the company's Human Resources Plan in line with the published business plan and ensuring 
compliance with relevant professional bodies. 

 

To support in the smooth running of the company’s HR/Recruitment Operations and actively contribute to achieving HR team 
objectives. 

 

Main Responsibilities of the Role: 

 Coordinating full cycle recruitment activities including drafting/placing job adverts, updating job descriptions, 

managing applications/CVs, liaising with candidates and Directors, arranging interviews, making offers and 

providing feedback 

 Managing recruitment database/tracker and ensuring that relevant details are updated 

 Liaising with agencies where requested and utilising social media for recruitment adverts 

 Overseeing the recruitment activities and administration from outsourced team 

 Ensuring right to work checks are completed and assisting with background checks 

 Drafting and releasing offer/contractual documents 

 Ensuring completed new starter documentation is returned  

 Dealing with new starter administration (liaising with IT, etc) 

 Assisting with Induction for new starters including for outer London offices where required (i.e. collecting 

documents, arranging training, etc) 

 Updating personnel details on HR database and managing of personnel files. 

 Responding to recruitment and HR queries 

 Assisting with HR Operational matters and Administration, including note-taking at meetings where required 

 Ad-hoc project work and any other reasonable duties required of you. 

 The list of main responsibilities provided above does not intend to be exhaustive and will be reviewed on annual 

basis to ensure that the role remains aligned to the published Business Plan. 

 

 

Key Skills Required: 

 Demonstrable HR/Recruitment administration experience in a commercially, fast paced environment 

 Excellent organisational skills with the ability to manage a large workload under pressure 

 Good interpersonal skills  

 Excellent communication skills, both written and verbal. 

 A self-starter who demonstrates initiative and problem solving skills 

 Professional manner, proactive approach to work and a team player 

 Ability to demonstrate a flexible approach to work 

 Demonstrate the ability to work confidentially, remaining discreet at all times 



                 
 
    

                                                       
                                                                                                                                                                                                                                       

Key Skills Required: 

 Good working knowledge of Microsoft Office and ability to work with HR/Recruitment databases 

 CIPD qualification desirable 

 HR or business related degree desirable 

  

 


