Schedule A – Position Description

	Position Title: 
	HR and Talent Coordinator
	Department:  
	HR/Talent

	Reports To: 
	Talent Acquisition Manager
	
	

	Direct Reports:
	None
	Location:
	Any

	Position Purpose:
	Position Dimensions

	The HR and Talent Coordinator plays a pivotal role in Bloom HR, providing essential administrative support to the CEO, HR, and Talent Teams. This role is customer-centric, focusing on both internal and external stakeholders, with a strong emphasis on end-to-end recruitment and talent acquisition, candidate care, business development, and enhancing the overall customer experience at each touch point. 
	

	
	Position type:  Any (as required) Casual/Perm PT or FT

	
	Delegation authority:  None




	Key Accountabilities
	Key Activities

	1. Support Bloom’s CEO and HR Partners meet our clients expectations by providing administration and HRIS support. 
	· Keep client HRIS’s up to date with documents, enhancements and reminders
· Create standard HR documents including contracts, position descriptions, employment change letters etc

	2. Support Bloom’s CEO and Talent Partners meet their talent acquisition targets by providing administrative, recruitment and candidate care support. 
	· Implement talent sourcing strategies – ie advertising roles on multiple platforms and job boards, sourcing candidates, responding to enquiries
· Keeping documents and recruitment progress up to date in applicant tracking system
· Resume screening and shortlisting
· Schedule and coordinate interviews with candidates and interview panel members
· Conduct reference checks
· Prepare interview guides 
· Preparing candidate summary reports
· Implement Bloom’s candidate care program for temporary and permanent placements to meet candidate and customer experience targets 

	3. Support the growth of the business by implementing Bloom’s business development, sales and marketing activities and being an active and respected contributor the clients and industries we support.
	· Implement Bloom’s proactive and reactive business development activities and track in the ATI/CRM ie cold calling, email outreach, promoting hot candidates
· Support Bloom’s attendance at industry events, conferences and exhibitions.
· Coordinate client visits and sales meetings
· Prepare presentations and content for sales meetings
· Become an active member of the NFP community on social media with regular updates promoting Bloom HR, our products, and services
· Contribute ideas and articles to Bloom HR’s newsletter, blogs and hot candidate mailouts


	4. Support Bloom’s ongoing success through an unwavering commitment to the customer experience, being an active and responsive member of the team and meeting personal and team development and performance goals.
	· Attend team meetings
· Complete all assigned training and development 
· Meet quarterly KPI’s
· Keep documents, systems and emails in a safe and secure manner
· Immerse yourself in the industries we work with, keep educated and updated on trends, new players etc

	 
Qualifications and Experience

	· Completed or working towards a qualification or major in human resources (Certificate IV or above)
· Experience working in a recruitment agency (strongly desired)
· Intermediate t- advanced Microsoft Office 365
· Ability to quickly adapt to and utilise new systems for improved efficiency
· Experience with HRIS, Applicant Tracking, CRM’s, LinkedIn Recruiter etc (MR+ Employment Hero, enableHR)
· Strong multitasking abilities in a fast paced environment
· Attention to detail
· An unwavering commitment and focus on delivering exceptional customer experiences

	Bloom HR Competency Framework 
	
	Committed to service excellence

	
	Committed to quality and accuracy

	
	Acts with professionalism and personal integrity

	
	Organises and plans work to meet deadlines

	
	Develops and maintains workplace policy and procedures and committed to continuous improvement

	
	Uses and harnesses technology for efficiency and service excellence

	
	Believes in and undertakes collaboration for best outcomes

	
	Uses verbal communication to influence and negotiate

	
	Excellent written communication

	
	Critical thinking and problem solving skills

	
	Excellent personal presentation and relationship management skills






