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Date: November 2024



Information Classification: Official - Corporate 

	
PPF Job Description: Recruitment Coordinator
Date: November 2024



 
Job Description 

	Overall purpose of the Pension Protection Fund

The Pension Protection Fund’s main function is to provide compensation to members of eligible defined benefit pension schemes, when there is a qualifying insolvency event in relation to the employer, and where there are insufficient assets in the pension scheme to cover the Pension Protection Fund level of compensation.



	Job title

	Recruitment Coordinator

	Department and Directorate

	Human Resources
Shared Services

	Reports to 

	Recruitment Partner

	Budget responsibility

	Nil

	Key contacts (internal)

	Recruitment
Human Resources
Commercial Services
Finance
Office Services
IT Service Delivery
Various stakeholders across the PPF 

	Key contacts (external)

	Applicant Tracking System Provider -Networx (IRIS)
3rd party Referencing Agencies - CVInsight
External recruitment agencies
Various recruitment peer groups

	People management

	None



	Job level (level will be determined through evaluation)
	Level

	Level 5 Advisor:  Experienced staff capable of working autonomously and who may also influence and oversee the work of others
	5



	Your responsibilities for all roles in the PPF

All job holders, whatever the job or job level, need to understand their responsibilities as an employee, particularly with regard to the policies and procedures around our structure, personal development, health and safety, accountability, operational risk and information security.


 
	General description of the job

The Recruitment Coordinator will form part of the Recruitment team that are responsible for the co-ordination of the recruitment, selection and onboarding process of hiring talent at all levels within the PPF. 

The role is responsible for supporting the Recruitment Partners with the successful delivery of the recruitment process.  The role will provide a proactive and professional support service across the full recruitment lifecycle; from booking interviews, liaising with recruiting managers, creating paperwork and supporting the onboarding process.

The Recruitment Coordinator will help smooth over any bumps in the hiring process by being the first line for any queries and have accountability for timely, effective and proactive administration across the recruitment lifecycle. 




	Main duties of the job



	1
	Candidate Engagement
Support a great candidate experience through the recruitment process.  Ensuring they receive timely notifications and updates are sent, liaising with candidates ahead of interviews to ensure they are prepared, following up calls post interview to elicit feedback and encourage online reviews.

	2
	Booking interviews
Maintain the interview schedule for all vacancies arranging virtual and face-to-face interviews, coordinating diary invites and sending out interview confirmation details, booking meeting rooms and collating relevant paperwork.

	3
	Onboarding
Support the recruitment process onboarding activities, including uploading of information, production of employment contracts/ variation to contract letters, and be a supporting figure to the candidates, help them with a smooth transition to their new roles.

	4
	Administration and Systems
Ensuring that all systems and records are maintained and updated. Including the transfer of documents, updating logs and spreadsheets, ensuring appropriate notifications are sent out in a timely manner and managing the recruitment email inbox.

	5
	Candidate Pre-screening
Initiating pre-screening checks for successful candidates, responding to/following up pre-screening queries with Third Party service provider, updating hiring managers on applicant progress and expected start date.

	6
	Recruitment Training
Monitor the Recruitment Inclusive eLearning, to ensure line managers or others involved in the recruitment process have completed their training within appropriate time frames.

	7
	Advertising of vacancies
Support the drafting of advert copy, ensuring adherence to PPF guidelines and neutral language is used to avoid any bias. Support the advertisement through the Recruitment System and devise creative and inclusive ways to help promote the role.

	8
	Support and Development
Recognise when colleagues are requiring support and proactively identify ways to support them, so that the recruitment and wider HR service provided to the business is not compromised.




	Person Specification


	Qualifications or equivalent experience
	Essential
	Desirable

	Experience of working within an in-house recruitment role across the full recruitment lifecycle 
	X
	

	Experience of recruiting across multiple specialisms (i.e. Accountants, Lawyers, Administrators, Investment Professionals etc.)
	
	X

	Experience gained within the Financial Services sector
	
	X

	Experience of using a recruitment Applicant Tracking System (ATS) or Recruitment Management System (RMS)
	X
	

	Skills (technical and soft skills)
	Essential
	Desirable

	Strong verbal and written communication skills, including the ability to translate information to various stakeholders 
	X
	

	Strong organisational skills, with the ability to prioritise and manage own workload ensure multiple deadlines are met and managed
	X
	

	Excellent interpersonal skills with the ability to deal tactfully with a range of internal and external contacts
	X
	

	The ability to work quickly and accurately, with a high attention to detail
	X
	

	Ability to keep calm when faced with emotive situations
	X
	

	Equally able to work autonomously as well as working as part of the recruitment team to meet team objectives
	X
	

	Good IT skills, with the ability to use the full suite of Microsoft Applications (Word, Excel, PowerPoint, Teams, SharePoint etc.)
	X
	

	Knowledge
	Essential
	Desirable

	Knowledge of recruitment processes 
	X
	

	A commitment to continuing professional development and expanding professional knowledge evidencing professional curiosity at work
	X
	

	Familiarity with UK Government Baseline Personal Security Standards (BPSS), internal / external recruitment policies and general current legislation around recruitment policies, employment law, etc.
	
	X








	Values and behaviours

This sets out the behaviours expected of all roles in the PPF in line with our values.  See the PPF behaviour framework for full details.


	The ICARE behaviours
	What it looks like in the PPF

	Integrity – Do the right thing    

Doing the right thing for our customers and managing our resources well to ensure we deliver the right solutions in the right way

	Is transparent and consistent and able to explain the decisions we have made and the actions we have taken
Delivers on promises and commitments and if unable to, explains why we can’t achieve what we set out to deliver
Takes an organisational view, considers any risks we take with a clear understanding of the risk appetite of the organisation
Uses resources wisely ensuring the solutions we offer are value for money and cost efficient
Is fair and reasonable, balancing the needs of all stakeholders in decision making and delivering solutions
Respects the PPF processes, working within agreed boundaries whilst suggesting improvements
Takes responsibility for personal and team decisions


	Collaboration – Work as one

Collaborating across the organisation to achieve the appropriate outcomes for our customers, contributing to the continued growth and success of the PPF by taking an active role in how we deliver and how we work together to make a difference to an individual’s financial landscape 
	Takes an organisational view - is able to articulate the purpose of the PPF, the outcomes it aims to achieve and their role within it
Creates an environment that ensures differences are appreciated and add to the creation of innovative, enhanced ways of working and effective customer solutions
Listens to understand and asks questions appropriately in order to increase their knowledge and expertise
Adapts their style in order to influence positively and to develop effective relationships across and beyond the PPF
Shares their expertise and knowledge willingly in order to develop others and add value to the organisation
Takes the time to understand the goals and priorities of the teams they work with across the PPF to achieve effective outcomes
Uses their skills, knowledge or experience to add value outside of their immediate team


	Accountability – Own your own actions

Taking personal ownership for the outcomes we have been asked to deliver, being responsible for the quality of those deliverables and ensuring that we perform at our best for our customers and each other
	Is clear about what is expected, how their work fits with the goals of the PPF, and how to deliver against those expectations
Manages the workload in order to meet performance expectations and honour commitments to others
Is open when things go wrong, learning from and acting upon any mistakes
Is realistic in what they can commit too, challenging priorities appropriately and able to re-prioritise workload when required
Acts promptly to resolve any customer or peer issues or concerns
Contributes outside of their immediate area of responsibility when appropriate in order to add value to the PPF


	Respect – Value every voice

Valuing the contribution others bring, allowing everyone to contribute and being fair and inclusive to those we work with in order to deliver the most effective solutions for our customers
	Balances their own needs with the needs of customers and the organisation when considering how they wish to work
Acknowledges the value all job roles bring to the outcomes we are aiming to achieve as an organisation
Treats people consistently across the organisation whatever their level or role
Values every contribution and displays a genuine interest in the opinions and ideas from others
Meets the standards of the team in how they work with others
Treats the privileged information we have access to with respect and confidentiality
Engenders commitment and loyalty from those they work with


	Excellence – Be your best
    
Always ensuring we are delivering  the best solution to the best of our ability for our customers, taking the time to reflect on what we deliver and how we work and acting on lessons learnt 

	Looks for the best solution always, balancing the needs of our customers, levy payers and the organisation in what and how we deliver
Looks for excellence, not perfection, prioritising those things that will ensure we achieve the best outcomes for our stakeholders
Reflects on how things have gone and acts on lessons learnt
Sets realistic expectations of what can be delivered to ensure quality outcomes for our customers and the best way of working for our teams
Takes responsibility for their own personal development, showing a determination to improve the way they do things through learning
Creates an environment where ideas are welcomed to continuously improve processes, working practices and behaviours
Is open to change, appreciating the reasons why we sometimes need to do things differently to meet changing requirements of our stakeholders
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