RECRUI TER

DI STI NGU SHE NG FEATURES OF THE CLASS: The incunbent of this

position travels extensively, often to college canpuses, in
search of promsing job applicants for BOCES and the conponent
school districts. Thi s position has responsibility for

attracting the nost qualified enployees and matching themto the
positions for which they are best suited. The work is perforned
under the general direction of the D rector of Human Resources.
The position does not have any supervisory responsibilities.
Perforns related duties as required.

TYPI CAL WORK ACTI VI Tl ES:

Devel ops rel ationships with districts to facilitate placenent of
j ob applicants;

Recruits, screens, and interviews applicants;

Provi des training and guidance to hiring managers on poli cies,
processes, and regul atory issues; Contacts enployers to verify
referral results;

May conduct pre-enpl oynent tests and reference checks;

May pl ace enpl oynent adverti senents and/or anal yze reports and
trends.

FULL PERFORVANCE KNOW.EDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERI STI CS

Good know edge of equal enploynent opportunity (EEO and
affirmative action guidelines and |aws, such as the Anmericans
with Disabilities Act;

Good know edge  of policies and practices i nvol ved in
personnel / human  resource functions, including recruitnent,
sel ection, training, and pronotion regul ati ons and procedures;
Good know edge of marketing strategies and tactics, product
denonstration and sal es techni ques;

Working know edge of nmedia production, communication, and
di ssem nation techniques and nethods including alternative ways
toinformvia witten, oral, and visual nedia;

Working knowl edge of the recruiting organization and its
personnel policies;

Ability to discuss wages, working conditions, and pronotional
opportunities with prospective enpl oyees;

Ability to comunicate effectively, both orally and in witing;
Ability to deal effectively with others;



Ability to prepare records and reports;

Ability to establish and maintain good interpersonal working
rel ati onshi ps;

Ability to wunderstand and carry out conplex oral and witten
i nstructions;

Ability to establ i sh and mai nt ai n cooperative wor ki ng
rel ati onshi ps;

Ability to operate a conputer term nal

Dependabi lity, r esour cef ul ness, good observation skills and
pr of essi onal i sm

Good j udgnent ;

Physi cal condition commensurate with the denmands of the position.

M NI MUM QUALI FI CATI ONS:

Graduation from a regionally accredited or New York State
regi stered college or university with a Bachel or’s degree.

R852 8/ 19/ 01



