Recruitment
and Talent

Level: Developing/Skilled

Recruitment and Talent Grade 6

Typical roles: HR/Stafyng Administration, Recruitment Advisory Support, Talent Coordination

Support

Transferable
skills and
competencies

FOLLOWING
INSTRUCTIONS
AND PROCEDURES

WORKING WITH PEOPLE

PLANNING AND
ORGANISING

(see pages 46-47)

UCL Ways of Working

These describe expected behaviours in line with UCL culture and values (see pages 48-49).

For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working



Recruitment
and Talent

Senior Talent Coordination, Senior HR/Stafyng Administration , Senior Recruitment

Advisory Support

Experiences
Activities and responsibilities likely to be required when working at this level

Using knowledge and judgement to coordinate and add value to recruitment campaigns and talent-related events,

ensuring that activity is repected in Strategic Operating Plans and adhere to EDI good practice; working to translate

central UCL approaches to make sense in the context of a particular department and area; Ensuring that relevant
accurate data around recruitment and talent is captured and shared, pagging data integrity issues as they arise. In
recruitment, gaining an understanding of needs of the campaign from the hiring manager (e.g. role requirements,
budgets, recruitment channels); provide informed advice relating to the brief; Independently manage the campaign
delivery through the use of relevant systems (e.g. Applicant Tracking Systems - ATS) including creating text for job
descriptions and adverts (including reference to the UCL Ways of Working), liaising with external agencies and job

Transferable
skills and
competencies

DEVELOPING RESULTS
AND SETTING CUSTOMER

EXPECTATIONS

DECIDING AND
INITIATING ACTION

LEARNING AND

boards; collating shortlist packs and sharing with hiring managers for review; supporting offer process by sharing
details of offer with HR services for contract production; working with agencies to conduct search campaigns for
senior positions; in Talent, reporting key yndings and increasing visibility of activities to support talent processes

RESEARCHING

(see pages 46-47)

(e.g. appraisal, exit interview, mentoring allocations); problem solving (e.g. resourcing and talent challenges);

reporting on and highlighting issues suggested by data-led trends and themes; supporting learning outcomes

on talent processes, (e.g. appraisal and probation); in specialist recruitment roles this would include end-to-end

recruitment campaign management including candidate and stakeholder management, acting as the single point
of contact throughout (e.g. sharing information on interview scheduling and reasonable adjustment requests);
supporting the offer process by providing unconditional offer and contracts to candidates; Conducting research for

executive search positions across UCL, delivering related data (e.g. relevant demographics and candidate pools). In

specialised Talent roles, supporting the design of central procedures and mobility programmes (e.g. Erasmus Plus).

Personal and professional development

Development options to consider when working towards this level

On the job learning

Build an understanding on how to take brieyng
from hiring managers and translate these into
compelling recruitment adverts; experience of
pro-actively sourcing for candidates through
social recruitment channels e.qg. LinkedIn;
build an understanding of relevant labour
markets and candidate pools; build familiarity
with relevant key UCL initiatives e.g. Ways

of Working. Build familiarity of systems and
processes, e.g. Recruitment Applicant Tracking
System (ATS).

UCL Ways of Working

Learning from others

Seek out forums/
networks/Communities of
Practice in related areas to
enhance own knowledge

and understanding. Work
closely with assigned faculty/
department to understand
speciyc recruitment challenges
and create credible and trusted
relationships.

Formal learning

Explore CIPD
(Chartered Institute
of Personnel

and Development)
or REC (Recruitment
and Employment
Confederation) level
training related to
resourcing / talent
(suggested level 5).

These describe expected behaviours in line with UCL culture and values (see pages 48-49).
For Ways of Working indicators and steps to development please refer to the Ways of Working website
www.ucl.ac.uk/human-resources/policies-advice/ways-working



Recruitment and Talent Grade 8

Typical Roles: HR Business Partnering, HR/Recruitment Management, Talent Consultancy




Recruitment
and Talent

Recruitment and Talent Grade 9

Typical Roles: Head of Function; Recruitment, Resourcing, Talent

UCL Ways of Working
These describe expected behaviours in line with UCL culture and values (see pages 48-49).



