POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE:
DEPARTMENT:
POSITION NUMBER:
GRADE:

Recruitment Consultant
Human Resources
00501704
8

EFFECTIVE DATE: August 1, 2014

JOB SUMMARY:
Reporting to the Director, Client Services and Organizational Development & Learning,
the Recruitment Consultant will be responsible for partnering with client leaders to take
a consultative approach to talent acquisition engagements. The incumbent is
accountable for managing the full recruitment and selection cycle and actively promotes
the services of the Client Services unit through the recruitment process. Further, the
Recruitment Consultant works closely with the hiring manager to understand the
position requirements and help identify the best sourcing strategy. The Recruitment
Consultant utilizes specialist knowledge to develop local and targeted recruiting plans,
employing traditional sourcing strategies and / or resources in addition to developing
new, creative hiring strategies. The incumbent uses well-developed consulting and
influencing skills to create strong partnerships with hiring managers seeking top talent
and serves as the primary point of contact for matters related to internal / external nonacademic recruiting, including liaising with external recruiters, and other agencies when
required.

KEY RESPONSIBILITIES:
 Establishes and maintains relationships with hiring managers and the Client
Services team to stay abreast of current and future hiring and business
needs. Applies well developed skills in building innovative talent acquisition
strategies, incorporating various recruitment channels.
 Reviews recruitment policies to ensure effectiveness of selection techniques and
recruitment programmes. Exercises due diligence to promote and foster fair
recruitment practices.
 In partnership with the Client Services team, effectively manages and
administers recruitment systems such as the Human Resources career page,
applicant tracking system, LinkedIn and/or other social media sites. Coordinates
the updating and revising of content when required and performs quality
reviews regarding the posting of vacancies.
 Leads and develops talent acquisition strategies to enable departments to meet
current and future staffing needs. Provides proactive recruitment support by
working with hiring managers to develop an in-depth understanding of the
position, candidate requirements, and assists in specifying job requirements.
 Proactively sources candidates by leveraging a variety of innovative and modern
sourcing channels (networking, social media, job boards, internet research).
Creates candidate pipeline by sourcing passive candidates on job boards,













LinkedIn and applicable social media platforms. Builds networks and maintains
contact with identified candidates.
Develops and manages relationships with third party recruitment agencies,
academic institutions, associations and agencies. Coordinates and attends
recruitment events such as job fairs, campus events or conferences, if required.
Conducts analysis to report on recruitment metrics and to provide guidance to
hiring manager on events, advertising, costs, resources, etc. that will be most
effective. Conducts regular follow-up with managers to determine the
effectiveness of recruiting plans and implementation.
Leads the development and administration of social media tools, including
LinkedIn, Facebook, Twitter and Google key word search campaigns to optimize
the quantity and quality of candidates for all lines of business. Manages
advertising to be as cost effective as possible reaching the largest percentage
audience by selecting the appropriate media. Monitors industry
trends/benchmarks and develops leading edge recruitment strategies to attract
high caliber candidates.
Provides recommendations and facilitates the assessment and selection process,
including occasionally pre-screening applicants and conducting interviews.
Conducts background and reference checks as required.
Remains current on developments in areas impacting recruiting (e.g. pay,
employee benefits, and general personnel and hiring practices). Shares
information to educate others as required.
Uses expert recruitment knowledge, including knowledge of collective
agreements and employment or other relevant legislation to assist hiring
managers and / or HR advisors in the development of pre-screening interviews
and selection interviews.
Undertakes other duties as assigned in support of the unit and / or department.

REQUIRED QUALIFICATIONS:
 University degree in related area combined with several years’ Human Resources
professional experience with a minimum of three years’ in a recruitment focused
role managing the full cycle recruiting process, preferably in a University
environment. Registered Professional Recruiter (RPR) or Certified Human
Resources Professional (CHRP) designation considered an asset.
 Knowledge and experience working with an equal opportunity employer and
well versed in the acceptable practices of interviewing and recruiting in a nondiscriminatory environment.
 Proficient knowledge and experience using applicant tracking systems and social
media to source and attract talent.
 Knowledge of appropriate legislation as it pertains to recruitment, selection and
hiring.
 Excellent computer literacy and application skills in desktop computing including,
MS Outlook, MS Office applications.
 Previous experience with sourcing, identifying, and implementing an Applicant
Tracking System (ATS) considered an asset.

SPECIAL SKILLS:
 Ability to perform with a high level of confidentiality, professionalism, with
integrity and credibility.
Proven consultation, collaboration and influencing skills to build trusted-advisor
relationships with client managers and colleagues.
 Strong customer service and detail orientation to consistently exceed client
expectations.
 Ability to communicate clearly and convincingly orally and in writing, combined
with strong presentation skills.
 Strong analytical and problem-solving skills to respond to challenging
recruitment issues and provide strategic, value-added advice.
 Effective planning, organizational and time management skills to manage a high
volume of work with conflicting demands, ensuring service standards are met.
 Ability to develop talent acquisition strategies to meet clients’ current and
emerging business needs.
 Capable of working independently and as part of a team in areas of recruiting
and human resources.
 Ability to multi-task and thrive in an environment where numerous tasks and
projects are occurring simultaneously.
 Strong interpersonal skills with an ability to effectively interact with individuals
with various levels within the institution and externally within the market.
 Ability to perform with a high level of confidentiality, professionalism, with
integrity and credibility.
DECISION MAKING:
 Interprets collective agreements, legislation and policies relating to recruitment.
 Analyzes and assesses recruitment initiatives. Revises as required.
 Analyzes quantitative and qualitative data, summarizing information and making
conclusions regarding recruitment policies, procedures and / or initiatives.
 Determines priorities and makes decisions about work to achieve optimum
efficiencies and productivity.
 Recommends best alternatives within a range of solutions to a given problem,
identifying potential risks and benefits of each.
 Analyzes, summarizes and reports on effectiveness of recruitment brand as well
as measures relating to the successful placement of candidates, time to fill and
other trends.
 Assesses work of external recruiting resources and determines steps necessary
to resolve issues or concerns.
 Determines when to refer issues to others and when to act independently.
 Supports department/faculties in defining goals and objectives of recruitment
initiatives or strategies, applying specialist knowledge. Formulates and
recommends processes/policies/procedures to best achieve.
 Assesses external best practices or trends and provides recommendations to
Director to enhance the University’s selection process to attract and hire top
talent.
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