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Coventry City Council

How to apply for jobs at
Coventry City Council

Resourcing team:
Tel- 02476975500, option 2
Email: resourcing@coventry.gov.uk
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Find your job

Visit https://careers.coventry.gov.uk/
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E-Recruitment Specialist Apply for this job

QEnlarge map

job Reference: coventrycc/TP/74/242 88 Closing Date: 16/03/2020
2 Manage my job alerts
& Number of Positions: 1 @ Job Category: Human Resources / OD /
@© Contract Type: Full Time Permanent Treining Bprinc
18 Organisation €CC-Corporate
@ Salary Range: 26317232020 g = o Refer a friend for this job
©Working Hours: . @ 5enice rex Human Resources.
. . Transactions| Services
The information on the top Qe ey

gives a summary of the
location, salary, hours,
contract and working pattern.

The Coventry Gity Council Recruitment Team is a diverse and vibrant tesm responsible for delivering key services for the wider
organisation and external partners. Ensuring an engaging and smeath experience for our users inemally and externally is at
the heart of what we do and goes hand in hand with our commitment to continuous improvement.

We are the face of the recruitment process, working closely within the business by partnering with key stakenolders 1o ensure
that we effect plan and offer the best candi perience.

Offering insight and best practice on atraction, selection, compliance, anboarding and inducsion is a core capabilicy of the team
5 we 3¢t 35 the conduit between our hiring managers and the candidate market. OUr aMBition iS 1o Nt just hire the best
available talent but retain it, that is why we work with our colleagues across the wider HR Service to ensure additional policies
focussing on induction, reward and wellbeing,

IR S YO ]

Our work spreads beyond the Coundil and into our local business community whereby we partner and support local businesses |
0n a range of services such as compliance & screening, advertising and redeployment of employees going trough redundancy
Throughout the egucational Sector we SUPPart SChools, colleges and Universities in offering work experience, apprenticesnips
&nd graduate programmes guiding the next generatian of talent and ensuring we maintzin thase skills within Coventry.
|

What is the job role?

This is an opportunity for an aspiring recruitment professional to broaden their experience aa
professianal environment where every day will bring new recruitment challenges.

D

The role:

The Recruitment Avisor will be responsible for the day to day provision of an effective and efficient recruitment service,
sdding value to the organisation by supporting hiring managers i the end to end recruitment process to successfully fll

-
acancies firsttime around. l
You will be working closely with stakeholders across the Council to identify, source, attract, engage, assess and on-board high
calibre talent at all levels including senior recruitment. You will have the autonomy to; utilise the most appropriate routes to
| marker to be crestive, the best sourcing dr socisl media presence, headhunting
newworking, building and maintaining tlent pipelines, and working with third party suppliers.
Core responsibilities: =

«  Build effective relations with hiring managers offeringa full e cycle support |

. Workinpa pwith HR

to build strong working i P ctive SUpport to

This gives you a summary of the
team which is recruiting.

This gives you a summary of the
role and what the manager is
looking for in an applicant.

* Do you fit the criteria?




Once you have found a job
:\'hozrewe loolkdng for? ‘  This part of the advert gives you a summary of who

«  Strong Stakeholder management skills.

«  Solid recruitment experience (ideally in an in-nouse recruitment environment).

«  Athorough understanding of the candidate market & understanding of external factors which impact the recruitment
process.

. Extensive experience in pro-active search and attraction techniques.
. Using social media marketing tools (LinkedIn, Twitter, YouTube etc) to support recruitment.
- Capturing and analysing data to review effectiveness of recruitment processes.
- Excellent customer service skills
Interview date: Sth June

For full details on the application process please rezd the attached document labelled Coventry CC Application process

Introduction to Coventry City Council

Coventry is a lively, multicultural city, which embraces old and new. Around the modern city centre there are traces of history
everywhere  in the old city walls, the timber-framed buildings and the reconstructed me: Spon Street. But Coventry has
lways had an eye on the future, and is now firmily focused on regenerating and re-inventing itself to meet the challenges of the
215t Century. With major :e\.e\apmems and new projects taking place right across the city, Coventry City Council is the place to
bel

t the city- Coventry ranks as the 8th best ity to live, work and do business in the UK, and is the UK City
ve this will help put Coventry an the map far all the right reasons. You can feel the sense of local pride
build towards this momentous year. It also offers a unique, once-in-a-lifetime opportunity to those

There's & huge buzz
of Culture 20!
throughout the city as we
joining us to play their part in it
| We genuinely believe that Caventry City Coundilis & special place. You will be joining Caventry City Councl during an exciting
- time to become part of a team that contribute & g our visions for the city. We have made our council a place where we
"

look after our people, making sure you're happy in your work and given everything you need to succeed. We've created friendly,
welcoming workplaces where everyone is working towards the same cause, providing the best possible services for the city of
Coventry.

As & Co
We're e

uncil with improvernent at its heart, we're committed to making life better for the people who live and work in Coventry.
qually concerned with the quality of life enjoyed by our people, 50 by joining Us, you won't just be helping the
community, you'll be helping yourself tao.

Not only do you get to work alongside great people that are helping to improve services for our community we offer great
benefits too! For your valued contribution we will provide a fantastic benefits package including;

. Flexible working arrangements

ha »  Generousannual leave allowance starting at 27 days and rising to 32 days
?1 «  Payprogression through multiple increments

«  Outstanding local government pension scheme

»  Lesrning & Development with access to certified courses.

- Access to an award winning Occupational Health Team
, ®  Vibrantemployee networks
¥ Attached documents:

A Job Description and Person Specification
]

the manager is looking for and what is needed in an
applicant.
* Do you fit the criteria?

Attached documents

A~ Job description and person specification
| POF |

A Coventry CC Application process
FoF | ry. RR

On every job we attach a Job Description & Person Specification
and our Application process.

Click the supporting documents to find out further information
about the role.

Apply for this job <+— Click to apply




Job Description — About the role

L/
Here you will find all the %

main details of the role: Coventry City Council Job Description
JOb tltle’ SerVIce, |ocat|0nl Job Title: [ Recruitment Advisor VJoh Number: [ 581185
grade' etc. . Directorate: [ People . Post Number: '
Services: Human Resources Grade: 6
| Location | Friargate

Job Purpose:

Provide advice and guidance to hiring managers in the Council and senior postholders and

time
Support hiring managers throughout the recruitment and selecti

The JOb pU I’pOSE Wl ” g've y0u Main Duties and Responsibilities: 4«
a brlef Ove ereW Of you r- rOIe. + Liaise with hiring managers to provide advice on the best attraction and selection methods to fill

vacancies first ime.

» Guide and coach hiring managers through the process, ensuring they understand the relevant
legislation and are fully engaged with the Council's Recruitment and Selection activities and
processes

» Ensure that authorisation to recruit is obtained and an audit trail is maintained.
» Assist hiring managers and partners by designing and delivering candidate aftraction solutions
utilising a range of resourcing technigues including creation of recruitment campaigns, and

microsites.

» Develop low-cost, high-impact social media initiatives that help build audience, promote brand
and drive engagement, as well as paid social campaigns when needed.

» Undertake candidate search activities, for individual roles and specific recruitment campaigns,
and to create talent pipelines

7

Coventry City Council

In the main duties and
responsibilities you will

find out more in depth

detail about the role.

Have you done any of
these in your previous
roles?

Do you have
transferable skills
which would allow
you to fulfil these
duties?




Person Specification— What we are looking for

e

The person specification includes key attributes and Coventry City Councll Person Specification
abilities that the manager is looking for you to have. You Jon Title: | Recrutment Avisor |Job Number: | 581165
will need to be able to demonstrate these during the S P
recruitment process, in relation to the knowledge _
requirement, skills and abilities, relevant experience and il M
the level of educational requirement. \ . Bt

[Knowledge: The strategic context of recruitment and selection within the organisation and

an understanding of how this role supports the Council's workforce strategy
Up-to-date knowledge of the range of approaches to atiract and select talent for
the organisation

Up-to-date knowledge of the relevant legislation relating to recruitment and
selection

Extensive knowledge of all social media tools and the advantages that each can
offer with regard to recruitment and selection

Skills and Understand the impact of external factors on the organisation, with particular
Abilities: regard to the atfraction and selection of talent
Build and maintain relationships with intemal and external stakeholders at all
levels

Understand key issues affecting individual service areas with regard to
recruitment and retention of employees

Design and execute recruitment plans to agreed standards and deadlines,
Research and test the external market to ascertain levels of available talent for
key roles, what it will take to attract them and how to source

Design and co-ordinate effective attraction, assessment and selection
approaches for individual roles and/or campaigns

Organise and prioritise own workload and that of direct reports on a daily basis
High level of interpersonal and customer service skills to liaise and
communicate with candidates, hiring managers and partners.

Attention to detail in written and electronic communication and information
storage.

Work autonomously and make relevant decisions

Work as a member of the Resourcing Team, and wider multi-disciplinary teams
within HR/OD and across the Council

Please make sure you meet the
experience and education
requirements. If you apply for a role
that you are not qualified and
experienced to do managers will reject Vg 1 e et e, R 1 1 00 e
your application. ‘

Experience: Supporting hiring managers to make the right resourcing choices to fill
vacancies.
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How to apply- Creating your profile

Once you click apply the following screen will appear:

Step 1: —
Profile Builder

information.

o =
Ly

create your account.

Address

As this is your first = ; ot

time applying for a e users register with ? e [

role with Coventry Firsiname E -

City Council, you will ! o Lastrame® | 5

need to create an e = ?3 Contact details

account. ¥ fmall g -."f Please provide at least one telephone numbe

Fill in all fields, agree g prsvors i Step 2: i esetmees

the terms & 5’ T 11 Alternative Telephone Number:

conditions and then 'r%—' e = Fill out all your personal % w:“ :
=

O | have read and agree to the Terms and Conditions

@ | have read and agree to the Privacy Policy

Building name / number:

This will be linked to all
your future applications.

AT

Street address:*

10

| agree. Create my account

City:*

]
a4

Postcode:*
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Coventry City Council




Creating your CV

Step 3 Personal Summary @
Persona | Summary: @B @@ |B I L|:=
Creating your CV is a crucial step in your application process. This is
where you will be able to showcase all your experience, knowledge
and expertise which related to the role you are applying for.

Personal Summary: Start with a simple summary. Give us a brief Interests & Hobbies @

overview of your career background, your knowledge and expertise. K EICERE
\

Hobbies and Interests: Tell us a bit about yourself, what do you enjoy .’,

doing outside if work? ;

a

o

i Career History

Career History: It is mandatory that you fill this field with your most
recent employment, however we want to get to know you — please
add more career history to cover up to the last 10 years.

No Yes

© Add more career history

v !

ion/Training

Education/ Training: Tell us about your educational background. Do
you have any other qualifications relevant to the role you are applying
for?

© Add more education/training

1S

Coventry City Council
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Employment History

Career History

Currently employed by Coventry City* ®No O vYes

When adding your employment history Conal

we would like to know where you have
H o Recruitment Advisor @ Coventry City Council V4
worked for your last few positions. (For
H H H Advizing Public Sector Managers on new Recruitment processes and systems.,
Safegu a rd I ng Va Ca n C I eS We WI | I n eed Offer recruitment support and guidance to a specific area of the organisation identifying and resolving key recruitment challenges.
Build strong relationships with Directors, stake holders, leaderships and leadership teams, hiring managers, HRBP's and HR Colleagues.
Provide advize across 2l stages of the recruitment and assessment process including authorization, advertising, assessment and on-boarding.
yo u r pa St 10 yea rs Of e m p I Oym e nt Deliver training and coaching as appropriate, running assessment events including Manager Inductions, recruitment exercises and career fairs,
. Work closely with Senior Managers and HR colleagues to fully understand recruitment requirements of business areas and create a recruitment
and resourcing plan to proactively address requirements.
istory
Explare and utilise new and existing cost-effective methads of direct candidate recruitment.
Provide advice and guidance on up te date recruitment legislation.

Ao

o Account Executive @ REED Recruitment &
January 2018 - July 2019

Sourcing and identifying suitable talent to match expectations of hiring managers within Local Autherities

Designing and co-ordinating effective advertising attraction for individual roles

Conducting in depth telephone screening and face to face interviews, registering a wide variety of quality candidates to cover Business Support
and Clerical roles

Building an effective working relationship with the Recruitment Business Partner to ensure a smooth, efficient running of the Local Authorities
contracts.

Supporting hiring managers to make the right resourcing choices to fill vacancies

Requesting online and written references

Updating and maintaining compliance records and audit packs

Communicating and lisising with candidates to ensure staff retention

Prioritising workload in an organised and efficient manner to ensure contract SLA's and deadlines are met

Producing adwverts and monitoring candidate responses to live vacancies

Sourcing, identifying and contacting suitable candidates for current clients

Filtering of applications to find suitable candidates

N 1R

A
prp

friesoe

¥

1111] S

To add more career history click here. : > 1

5%
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Coventry City Council




Your CV

Once you fill in all the information
you can then generate a copy of
your CV.

P

Coventry City Council

Jasmin Smith <

0 07712345678 MJasmin 145@outionk com
@ 1/ City Fload / Goventry / United Kingdam (Incl. Northern Iraland) / CV1 2GN

PERSONAL SUMMARY

I am a competent and dedscated recitment specialist with experlence across the field of recruitment, resourcing. peeple engagement, customer service,
ocused, bie

difterent people. My cransationsl attnibutes,

Knowledgeable and experienced using various Micrsoft Office and Adobe applications. | am a highly molrvated and enthusiastic ind

1em employment with Scope for progression.

CAREER HISTORY
&

SKILLS.

working relationships with a range of
alty 1o be proactive and work Under pressure enables. me 10 provide timely. efficient communication.
idual seeking lng

Employed <
Recruitment Advisor @ Coventry City Council
Current fram: Jul 28 2019

~ Advising Pubic Sector Managers on new Rechitment pracesses and systems.

~ Offer recnitment suppot and guidance 10 & specitic area of the organisation idenifying
‘and resclving key recruftment challenges.

~ Bulld strong relationships with Dirsctors, stake holders, leaderships and leadership
teams, hiring managers, HRBP's and HR Colleagues

~ Provide edvise acress all stages of the recnuitment and assessment process including
aunonsation, ‘assessment and onvboarding. Deiver IEining and cosching &5
appropriate, mnning assessment everts including Manager Inductions, recruitment
exercises and career fais.

~ Work closely wih Senior Managers and HR colleagues 1o fully understand recrutment
requirements of business sees and create a recruitment and resourcing plan fo
proaciively address rqurements.

- Exploe and utse new and existing costsffective methods of diect candidate
recnitment.

~ Pravide atvice and guidsnce on up to date recnutment legislation.

EDUCATIONTRAINING

Education

Bachelors : BA (Hons) in Business Management @ Coventry
University

©ct 4 2010 - May 81 2013

Educatil

Higher : A-Levels: Graphic Design A", Business Studies C,
Information Technology C @ Finham Park Sixth Form

Sep 12008 - May 28 2010

~ Recnitman

~ Customer Service

- Adminigtration

~ People Engagement

~ Resourcing

~ Management

MY REFERENCES

Referances an available upon request

All Coventry City Council’s
recruitment is anonymised so
Managers will not be able to
see your personal details.

Details of your Employment
History will still be available to
managers so it is import you
add as much detail as possible.




Questionnaire- Personal Statement

Once you have created your CV and pressed ‘Continue’ you will be asked to answer a ‘required question’. It is likely that
you will be asked to provide a personal statement explaining your suitability for the post.

j | I | Make sure, when writing your

You are applying for . gee ll = ——e oo ey S e personal statement, that your
E-Recruitment Specialist ~ # o B 2H) < response is inline with the person
=g Ll = e il ol o l specification of the role you are

/ et applying for. Focus on key areas

{ Step 3: Questionnaire which may be asked in the advert

and give relevant examples from
your current/ past employment.

I} | BN RS

Required question:
Please provide a personal statement explaining your suitability for the post taking into
account the requirements on the person specification.

This will be key criteria for when
managers are shortlisting. We will
be looking for responses to be
comprehensive yet succinct, with
relevance to the role which is being
applied for.

Back Save and continue later Continue

IhsEeEl T LT SR
A
N I EEESTREEEEN

1 MRl

Coventry City Council




Next steps...
1 —— — 5 . . B Check your application before clicking
You are applying for . g St — submit. Once you have submitted your
E-Recruitment Specialist = | I application you are unable to edit any
sty el = BIECEE S e details or answers.

Submit

Step 5: Summary page before submitting H

* Keep a copy of the Job Description & Person Specification. You could be asked a specific technical or specialist
guestion that relates to the role if you are successful to interview.

*  Once you have submitted your application take a note of closing and Interview date.

* Managers do not look at applications until after the closing date, so it is un likely you will hear anything before
then.

* If you are successful at shortlisting you will receive an email inviting you in for an interview.

* If you are unsuccessful at application stage, look back at your application. How could you have completed this
better? Do you meet the job requirements? Unfortunately managers tend not to give feedback at application
stage, call the Resourcing Team and they can look into your application.




Need more help? Visit the Job Shop

Having problems with your application?
Or maybe just want to make sure it's the best it can possibly be?

The Job Shop is a Council-run service offering one-to-one support to those looking for a little extra help in their job
search. They provide a wide range of support to all Coventry residents, of all ages, who are looking for work. The
skilled team offer friendly, helpful advice, from reviewing CV’s, to providing support with transport costs and all things
work-related.

They are open Monday to Friday, 9.15am (Thursdays 10.30am) to 4.30pm.
Email: jobshop@coventry.gov.uk

Tel: 024 7678 5740
Address: 1 Bull Yard, Coventry, CV1 1LH

Our Coventry City Council Recruitment Team hold a Tips and Guide event at the Job Shop each month, here we will
go through how to apply, how to fill out your application form and we will also be there to answer your questions.
To book onto the Tips and Guide events please register with the Job Shop and book your place!

e e s S Sl S = =
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