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Job Description 

Post title HR Recruitment Coordinator  

Faculty/ PS 
Directorate (Tier 1) 

Human Resources 

School/Division/ 
Department (Tier 2) 

People Services 

Grade Grade 4 

Reports to Recruitment Manager 

Line management 0 Direct Reports 

Job category Professional Services 

Job function Central PS Directorates 

 

Role purpose 

To provide extensive administrative support throughout the end-to-end recruitment process in 
collaboration with the relevant Recruitment Advisor. This role will work closely with a Recruitment 
Advisor to manage the recruitment of an allocated faculty/school/directorate of the University and 
the tasks associated with such recruitment.  
 
This is a fast paced, high volume, administrative role and strong attention to detail and organisation 
skills will be required to be successful in this role. You will be responsible for ensuring that accurate 
contractual correspondence is issued to staff following employee lifecycle changes and stored 
appropriately on HR files/systems. 
 
You will also be responsible for providing customer service responses using our internal 
communication platforms to track/respond to queries within agreed Service Level timeframes. 

   

Key responsibilities 

¶
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¶ To develop a personal knowledge of recruitment best practice and processes in accordance 
with internal and external policies and procedures.  

¶ To manage and prioritise large workloads with varying tasks and deadlines.  
¶ To collaborate with, support, and assist other members of the wider HR, Finance and 

Corporate Services hub to ensure the best possible service to our stakeholders.  
¶ To support on key projects and audits as required to continually improve and adapt the 

service.  
¶ �ĺϙæŪĖīîĖĲČϙŜťŘĺĲČϙŘôīÍťĖĺĲŜēĖŕŜϙſĖťēϙħôƅϙŜťÍħôēĺīîôŘŜϙϼÍèŘĺŜŜϙÍīīϙŜĖťôŜϙÍťϙXĖĲČЍŜϽϟϙ 
¶ To be responsible for meeting and exceeding SLA expectations set out by HR Service Level 

Agreements.  
¶ To operate flexibly within the department to meet peak and changing requirements 

throughout the year. 
¶ You will be required to attend the office a minimum of two days a week, or additional days as 

per the requirements of the role. 
 

The above list of responsibilities may not be exhaustive, and the post holder will be required to 
undertake such tasks and responsibilities as may reasonably be expected within the scope and 
grading of the post. 

 
 

Our expectations 

There are a number of duties and responsibilities that we ask all employees to be familiar with and 
adhere to. 
 
We ask that the successful candidate: 
 
¶ �ĺŜĖťĖŽôīƅϙèĺĲťŘĖæŪťôŜϙťĺϙÍĲϙôĲŽĖŘĺĲıôĲťϙÍťϙXĖĲČЍŜϙťēÍťϙťŘŪīƅϙŘôŕŘôŜôĲťŜϙOur Principles in 

Action and where every individual feels safe, secure and supported. 

¶ Always complies with the requirements of health and safety regulations to ensure their own 
wellbeing and that of their colleagues. 

¶ Has an understanding of sustainability, including its impact on the University and the work we 
do, and engages in sustainable practices in the workplace. 
 

¶ Ensures they are working in a safe environment, where they comply with our Health and 
Safety regulations and ensure confidentiality, only releasing confidential information 
obtained during the course of employment to those acting in an official capacity. 

 
¶ �ĺıŕīĖôŜϙſĖťēϙXĖĲČЍŜϙŕŘĺťĺèĺīŜϙĺĲϙťēôϙÍŕŕŘĺŕŘĖÍťôϙŪŜôϙĺċϙťôīôŕēĺĲôϠϙôıÍĖīϙÍĲîϙĖĲťôŘĲôťϙ

facilities. 
 

 
 
 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.kcl.ac.uk%2Fjobs%2Four-culture&data=05%7C01%7Cjack.1.richards%40kcl.ac.uk%7C6e224b2bc4cd45ba087208dbef638c13%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638366983043789750%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FcyfHC5g6eaqjsQQbBzjKeMeAbx2wSb4iQXk1n8nao0%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.kcl.ac.uk%2Fjobs%2Four-culture&data=05%7C01%7Cjack.1.richards%40kcl.ac.uk%7C6e224b2bc4cd45ba087208dbef638c13%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638366983043789750%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FcyfHC5g6eaqjsQQbBzjKeMeAbx2wSb4iQXk1n8nao0%3D&reserved=0
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Equal opportunities 

(ŗŪÍīĖťƅϠϙ"ĖŽôŘŜĖťƅϙЭϙIĲèīŪŜĖĺĲϙÍŘôϙèôĲťŘÍīϙťôĲôťŜϙĺċϙXĖĲČЍŜϙ«ĖŜĖĺĲϙ͑͏͑͘ϙſēĖèēϙŜôťŜϙĺŪťϙťēôϙŘĺÍîıÍŕϙ
ċĺŘϙXĖĲČЍŜϙÍıæĖťĖĺĲϙťĺϙŕŘĺŽĖîôϙÍĲϙôƄèôŕťĖĺĲÍīϙŜťŪîôĲťϙôƄŕôŘĖôĲèôϙÍĲîϙťĺϙæôϙÍĲϙôıŕīĺƅôŘϙĺċϙèēĺĖèôϟϙ
Integral to this is ensuring equality of opportunity and outcome, recognising, celebrating and 
improving our diversity and inclusion.  
 
As a responsible employer we aim to provide and promote a positive working, learning, and social 
environment which is free from prejudice, discrimination and any forms of harassment, bullying or 
victimisation. Our commitment to inclusion means that KingЍs aims to create an environment where 
differences are not just respected, but also valued and celebrated. Everyone should be able to bring 
their whole self to KingЍs.  
 
�īīϙXĖĲČЍŜϙŜťŪîôĲťŜϠϙŜťÍċċϙÍĲîϙÍċċĖīĖÍťôŜϙÍŘôϙŘôŜŕĺĲŜĖæīôϙċĺŘϙıôôťĖĲČϙťēôŜôϙèĺııĖťıôĲťŜϙťĺϙŽÍīŪôϙ
diversity and create an inclusive environment. King's will support and equip all members of its 
community to do this, embedding inclusion throughout the univerŜĖťƅЍŜϙŕĺīĖèĖôŜϠϙŕŘĺèôîŪŘôŜϠϙÍĲîϙ
practices.   
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Person Specification 

Post title: Recruitment Coordinator 
 
Grade: 4 

Criteria To be assessed via: 
 

Essential 

4


