d Forestry England

Job Description - HR Recruitment and Services Officer (PB6A)

Job summary

Working closely with the Recruitment team and the wider HR Services team, you will coordinate and deliver
end-to-end recruitment and onboarding processes across Forestry England. The role will provide high-quality
recruitment advice, coordination and administration, from vacancy approval through to appointment and
effective onboarding.

Alongside recruitment and onboarding, the postholder will support defined employee lifecycle changes, such as
contract variations and other people changes, ensuring accuracy, compliance and a positive customer
experience.

You will act as a key point of contact for hiring managers and new starters, providing timely, professional
advice and guidance, and contributing to continuous improvement of recruitment, onboarding and people
change processes. Forestry England supports teams across England, so occasional travel may be required.

Blended working which allows for some days working from home with other days worked in the office forms
part of our flexible and inclusive approach. Informal blended working arrangements will be available as agreed
with the line manager.

Key responsibilities & accountabilities

Recruitment and Onboarding - Advice & Guidance

¢ Respond promptly and professionally to recruitment and onboarding enquiries, providing advice using
relevant policies, tools and resources and creating an excellent recruitment experience for both
managers and applicants.

e Work closely with the HR Programme Manager, HR Services Team and wider HR colleagues to deliver
consistent and effective recruitment outcomes.

¢ Build and maintain strong relationships with hiring managers and senior stakeholders.

e Proactively support recruitment for critical or hard to fill roles, making recommendations to managers
to identify practical solutions.

e Act as the first point of contact for new starters, supporting a positive and engaging onboarding
experience.

Recruitment Administration and Processes

¢ Provide end to end administrative support for recruitment activity, including vacancy approvals,
applicant management and offer processes using the applicant tracking system (FERN).

¢ Generate, issue and track contracts of employment and onboarding documentation for all new starters.

¢ Liaise with internal teams to ensure pre-employment checks are completed accurately and in a timely
manner.

e Maintain accurate recruitment records and ensure all documentation is complete, compliant and
auditable.

Employee Change and HR Transactions
¢ Support the administration of employee lifecycle changes, such as promotions and other
contractual variations, including the production and issuing of revised contracts and letters.
e Accurately process new starters and contract changes into the HR and Payroll system (iTrent).
e Work with HR colleagues to ensure changes are processed accurately and in line with policy and
employment legislation.
¢ Manage sensitive employee information securely, ensuring GDPR compliance at all times.

Data, Systems and Service Quality
¢ Ensure recruitment, onboarding and employee change data is recorded accurately within HR
systems.
e Produce basic people data or information as required to support service delivery and decision




making.
Identify opportunities to improve recruitment, onboarding and employee change processes and
customer experience.

And any other task reasonably requested by your line manager.

Skills, knowledge & experience

Essential professional and technical experience

Experience of working in a customer-focused recruitment and/or HR environment providing a high-level
of service to the wider organisation.

Strong understanding of recruitment and onboarding procedures and practices.

Experience of using recruitment or HR information systems.

Ability to plan, organise and deliver work accurately with excellent attention to detail.

Experience of working collaboratively within a multi-functional team, managing multiple priorities

and competing deadlines

Ability to build effective working relationships with managers and stakeholders.

Competent and confident IT user with experience of MS Office applications.

Desirable professional and technical experience

Working knowledge of Applicant Tracking Systems/vX

Experience of administering employee contract changes.

Experience of producing or interpreting people data or management information.
Knowledge of public sector or large-scale organisational recruitment processes.

Qualifications

Essential
e GCSE Grade C/4 in Maths and English or Functional Skills equivalent

Desirable
o Foundation Certificate in Human Resources Practice (CIPD)

e Associate member of CIPD




