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	Position Title:  Recruiter, Talent Acquisition

	Location:  LafargeHolcim US Headquarters     8700 W. Bryn Mawr Avenue, Suite 300, Chicago, IL  60631  or LH Dundee MI Regional Office   6211 Ann Arbor Rd., Dundee MI, 48131

	Department: Talent Acquisition

	Product Line: Corporate
Function:  Human Resources
Region/Business Unit:   USA Shared
Reports to (Job Title): Manager, Talent Acquisition

	FLSA Status:  Exempt
New or Replacement:  Replacement 
Band:  Job Band G
Relocation Eligible:   No

	Date Position Last Graded: 2018
Date Job Description Last Reviewed:  August 2018




PURPOSE
The recruiter works closely with the talent team and the key stakeholders in HR and operations to define, develop and execute the talent acquisition strategy. This position is responsible for providing the highest level of staffing services to the business leaders. Working in collaboration with the HR team, this position delivers high quality professional candidates and advances the company brand across numerous markets and professional communities, while guiding hiring managers and candidates through the recruitment and selection process. This individual will perform full lifecycle recruiting and maintain excellent relations with hiring managers, candidates, and the community at-large. A wide degree of creativity, near- and long-term recruiting vision, business understanding, and personal organization is required.


KEY RESPONSIBILITIES
· Promotes a culture of safety and exhibits such behaviors.
· Creates a recruitment strategy, based on business needs.
· Works with HR team to assist on ‘difficult to fill’ positions and talent pipeline positions:
· Develops an effective pipeline of key talent potentially available for immediate hire as succession planning needs dictate.
· Prescreens candidates. Create and present prescreening questions to hiring managers for collaboration and approval.
· Manages and coordinates all communication with candidates.
· Interviews all candidates presented for detailed interviewing by hiring managers.
· Manages the scheduling and logistics of all interviews between candidates and hiring managers.
· Prepares candidates for interviewing with LafargeHolcim and specific hiring managers by providing detailed information on the company, our business strategy, department background, job descriptions, and expectation-setting.
· Organizes, leads and documents post-interview debrief / feedback and post-mortems with interview teams and candidates.
· Maintain accurate and well-ordered documentation on all candidates, searches, hiring managers interactions, and other recruiting activities to ensure a safe and thorough audit if required.
· Works collaboratively with the HR team on the extension of offers and the management of offer, negotiation, closing and administrative components involved in full-cycle recruiting.


RELATIONSHIPS WITH OTHER JOBS
The recruiter reports directly to the Manager, Talent Acquisition. This role works on a daily basis with the Manager, Talent Acquisition, Senior Talent Acquisition Specialist, and one additional Talent Acquisition Recruiter. This role also interacts with human resource management professionals, hiring managers, senior operational leaders, external and internal job applicants, and external recruiting vendors  


KNOWLEDGE, SKILLS & ABILITIES
Required Education:  Bachelor's/Undergraduate Degree
Additional Education Preferred:  Master's/Graduate Degree
Field of Study Preferred:  Business, Marketing, or Human Resources
Required Training/Certifications:  PHR/SPHR or SHRM-CP/SCP	
Required Work Experience:   3-5 years as a recruiter in a high volume, face-paced environment; especially in the manufacturing and industrial sectors
Travel Requirements:  10%
Licenses Preferred:  PHR/SPHR or SHRM-CP/SCP
Required Computer and Software Skills: Proficiency with the full Microsoft Office Suite of applicants, Google Apps for Business suite, iCims applicant tracking system   


Additional Requirements:
· Expert knowledge in all full life-cycle recruiting components including, but not limited to, sourcing, qualifying, networking, assessing, legal, job analysis, wage and salary trends, relationship management, and due diligence.  
· Demonstrated knowledge of the business. 
· Must be able to manage competing demands, accept criticism and constructive feedback, while being extremely adaptable and flexible. 
· Knowledge and extensive past use of a web-based applicant tracking system, preferably iCIMS. 
· Excellent project management, writing, and oral communication skills are required. 
· Demonstrated ability to recruit for a broad/deep range of positions.
· Demonstrated ability to function/recruit on a national, multi-location level. 
· Strong knowledge of EEO, VETS, and OFCCP regulations surrounding recruiting.






The statements herein are intended to describe the general nature and level of work performed by employees, but is not a complete list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
 
LafargeHolcim and Aggregate Industries are Equal Opportunity Employers.  All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, sexual orientation, gender identity, protected veteran status or status as an individual with a disability. We embrace diversity in our people, products and ideas. We sincerely appreciate all applications, only candidates selected for an interview will be contacted.
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