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Role Mandate 
Job Title: 
Function /CFBU: 
Dimensions of the Job: 
Reports to: 
Location: 

 
Talent Coordinator 
Human Resources 
0 Direct Reports  
Talent Acquisition Lead 
Priory Court, Runcorn 

Job Summary: 
 
 
 
 
 
 

 

Work collaboratively with HR Business Partners and Hiring Managers to 
understand CFBU and Function capability and hiring requirements. 
 
Implement talent acquisition and retention interventions, securing top talent through 
best practice sourcing & selection solutions and seamless on-boarding.   
 
Fulfilment of business resourcing requirements through effective campaign and 
candidate management. 
 

Responsibilities: Establishing Capability & Hiring Requirements 
• Ensure that capability and hiring requirements are clearly articulated by way 

of fit for purpose job descriptions being in place to facilitate acquisition of 
necessary talent 

• Ensure appropriate authorisation(s) are received before activating a 
recruitment campaign 

• Draft recruitment advertising & competency based interview booklets for 
HRBP sign off – use ‘boiler plates’ for high volume roles 

 
Implement Talent Acquisition & Retention Interventions 

• Recommend and agree approach to candidate assessment and selection 
methods depending on role and | quantity of vacancies; offer support and 
guidance as necessary throughout the process   

 
Campaign & Candidate Management 

• Upload job adverts and job descriptions to the recruitment | applicant 
tracking system ensure hiring managers are briefed | trained on how to use 
it for their part of the process 

• Candidate shortlisting for agreed roles and co-ordination of feedback  
• Liaise with Hiring Manager for interview scheduling and arrangements for 

agreed roles; participate in assessment | interview process for agreed roles  
• Liaise with Hiring Manager to ensure candidates have Proof of Eligibility to 

Work (POEW) in the UK and documentation is certified 
• Co-ordination of recruitment process documentation for handover to HR 

Administration 
• Maintain departmental tracking tools  

 
On-Boarding 

• Liaise with Fleet, IT and Procurement regarding new starters requirements 
• Pass new starter details to HR Administration team for offer | new contract 

production 
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General  
• Demonstrates the Company’s values and behaviours that drive business 

Acting as point of escalation for complex Recruitment queries from the team 
and wider business performance, customer and quality excellence and 
engagement of our people 

• Contribute to production of recruitment M.I. as required 
• Be agile, converging around agreed priorities across the HR function as 

business needs dictate from time to time 

Key Experience, 
Knowledge, Skills & 
Qualifications: 

Key Experience 
• 2+ years’ recruitment and on-boarding experience in fast paced commercial 

environment across multiple role types and levels 
• Stakeholder interaction to understand capability and talent requirements and           

tailoring sourcing solutions appropriately  
• Management of recruitment projects not just isolated assignments  
• Use of applicant tracking system (ATS) 
• Background working in large, complex organisations (desirable) 
• Experience in a retail and or pharmaceutical environment (desirable) 

 
Knowledge and skills  

• Good working knowledge of pertinent UK Employment legislation e.g. Agency
& Fixed Term Work Regulations | Equality Act  

• A good working knowledge of recruitment assessments | tools 
• Competent user of all MS Office Applications to intermediate level  
• Proactive approach to problem solving   
• Excellent verbal, numerical and written communication skills  
• Excellent organisation and time management ability 
• Tact, diplomacy and discretion 
• Attention to detail  

 
Qualifications 
 

• 5 GCSE’s or equivalent including English & Maths Grades A-C   
• CIPD Level 3 or above (desirable) 
• UK Driving Licence (desirable) 

  Key Interfaces Internal: HR Business Partners | Hiring Managers – CFBU & Functions | HR team      
colleagues | Hiring Managers 
External: Candidates | Recruitment Agencies | 3rd party service providers 
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