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	Job Description – Recruiter 



Department

· Human Resources

Reports To

· Human Resource Manager
Overall Responsibility

· Meet hiring goals by filling open positions with qualified and talented candidates.
Responsibility Description
· Source candidates using a variety of search methods to build a candidate pipeline
· Review resumes, screen candidates, assess relevant knowledge and skills, and schedule interviews
· Create and manage job postings over all platforms including social media with accurate job descriptions and requirements
· Manage recruitment efforts for all full-time and part-time employees

· Coordinate interview schedules and handle appropriate follow up with hiring managers and candidates
· Stay informed of latest hiring trends and best practices
· Maintain and foster a positive and professional work environment

Requirements

· Bachelor’s degree in Human Resources or Business, OR relevant experience in the field
· Familiarity with a variety of sourcing platforms
· Knowledge of applicable local, state and federal employment labor laws and regulations
· Ability to establish effective working relationships

· Excellent organizational and time management skills
· Ability to communicate effectively, both orally and in writing
Performs other duties and assignments as required
This position is located in Perrysburg, Ohio.
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