London Learning Consortium

Job Description No: 02 – Trainee Recruitment Consultant
Job Title: Trainee Recruitment Consultant
Department: Croydon offices

Purpose of the job: 

To recruit individuals into temporary and permanent job positions in London. You will be responsible for carrying out operational activities as directed by the recruitment manager and in line with business targets. 
Responsible to: 
Recruitment Manager
Supervisory Responsibilities: 
None 

Accountabilities:
· Responsible for generating income for the business

· Controlling daily expenditure 

· Responsible to customers, directors, managers and colleagues

· Responsible for performing and consistently high standards and achieving KPI’s and targets set by the board

· Responsible adhering to all legal and contractual obligations
Main duties:
· Working to a defined list of KPI’s to bring on new clients

· Registering new candidates and accurately placing their details onto the company database

· Keeping and maintaining accurate and compliant candidate and client records

· Making temporary and permanent placements in line with company targets

· Making outbound, proactive sales calls to prospective companies to generate new business (vacancies and bookings)

· Booking yourself out on company visits (in line with company KPI’s) to ensure strong conversions of sales for the business

· Taking client booking and vacancy requirements accurately over the phone and face to face and actively seeking candidates to fill these positions

· Achieving gross profit targets for the business

· Reporting weekly activity and sales figures to the Recruitment Manager
Working Conditions:
Hours of Work: Monday to Friday 09.00 to 17.00pm (although may be required to work additional hours to complete your daily duties from time to time)

Salary & Benefits:
After a successful 6 month trial period under the Future Jobs Fund programme a basic + commission salary is to be negotiated.

All payments are paid into your bank account via BACS monthly

Other Information: N/A
Person Specification

Knowledge, training skills and qualifications required:
· Confident and assertive personality

· Open and approachable manner

· Highly driven and self-motivated

· Able to work to outcome based targets whilst maintaining a consistently high standard of work

· Strong sales potential and ability 
· Must be highly organised with sound administration skills

Transport and availability:
· Must be available for out of hours mobile service to clients and candidates

· Preferably within an easy commute of our offices in London

· Other requirements: None[image: image1.png]
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