	JOB DESCRIPTION
	
	

	
	

	Job Title:  Employer Recruiter

	
	

	Length of contract:  Temporary to 31st March 2012 with possible extension to July 2012.
Hours:  22.5 hours per week, ideally spread over five days.
Salary:  Basic £15kpa pro rata (0.6fte) plus up to £10k on target earnings (£50 per employer recruited).
Reporting to:   Director of Employer Engagement

Purpose of Job:

To recruit new employers to host work experience placements for young people in Milton Keynes

	Main Duties and Responsibilities:

	
	

	· 
	1. Contact ‘cold’ and ‘warm’ employers by telephone and email to communicate Countec’s proposition

a) Call employers to an agreed sales plan

b) Develop a suitable sales script giving a clear explanation of Countec activities including employer benefits

c) seek to establish the correct decision maker within each target company 

d) present the benefits, seek to persuade and book appropriate follow up

e) visit employers to secure and support work placements
f) attend networking events to represent Countec 

	· 
	

	· 
	2. Ensure thorough and effective manual and electronic records are kept with regard to employers and schools/college
a) regularly update the Veryan database with appropriate information on employers/schools/college

b) maintain efficient paper based manual records
c) record details of contacts made (using Veryan database)

d) share records with manager and team through daily reports in Excel

e) maintain accurate records of prospects and complete scheduled call backs 


	· 
	3. Generally support Employer Engagement operations
a) represent Countec as the need arises, attending meetings to gain information and relay information

b) Contribute to other responsibilities of the Employer Engagement team, including supporting events, as required. 

	· 
	

	This Job Description has been prepared to meet the particular circumstances, which currently apply.  It describes only the main accountabilities.  It does not describe all the tasks required to carry them out.  It may be reviewed from time to time in consultation with the post-holder in response to changing needs.



	
	


	PERSON SPECIFICATION
	Essential
	Desirable

	Qualifications

	GCSE/ Level 2 or equivalent in English and Maths
	
	Yes

	Knowledge and Skills

	Understanding of Education Business link activity
	
	Yes

	Communication skills – communicate effectively orally and in writing to a range of audiences 
	Yes
	

	Negotiation - able to hear the needs of employers and be reasonable about what can be offered
	Yes
	

	ICT - able to use ICT to meet the needs of the post, including MS Outlook, Word, Excel
	Yes
	

	Understanding of Health & Safety requirements
	
	Yes

	Partnership working - able to work effectively with others internally and across a range of education providers and businesses 
	Yes
	

	Experience

	Work in sales
	Yes
	

	Working with young people
	
	Yes

	Competences
	
	

	Customer orientation – awareness of and commitment to meeting customer needs
	Yes
	

	Initiative - able to spot and seize opportunities and act without supervision
	Yes
	

	Flexibility and adaptability - able to adapt readily to change and work effectively with others
	Yes
	

	Ability to develop lasting relationships internally and externally
	Yes
	

	Self management - able to achieve high performance through personal organisation, reliability, self control in stressful situations; prioritise and manage own time effectively and work under pressure
	Yes
	

	Other requirements

	Self-confidence, self-motivation, initiative, energy, enthusiasm, perseverance, integrity and a high level of commitment
	Yes
	

	Able to demonstrate commitment to Equal Opportunities
	
	Yes

	Criminal Records Bureau (CRB) disclosure
	Yes
	

	Vehicle use and clean driving licence
	
	Yes

	Willing to work outside normal office hours on occasions
	Yes
	


