
 
Recruitment Manager   

 

Role Description 

 

 

 
Grade & Salary: Grade 6 

Campus Location: Sighthill Campus, although travel may be required  
 

Line Manager: Head of HR Operations 
 

Line Management 
Responsibility for: 

Recruitment & Talent Consultants  

Role Summary: 
 
 
 

This new role will proactively lead on the end to end staff recruitment and 
selection processes across the University. The role holder will lead a team of 
Recruitment and Talent Consultant ensuring that Edinburgh Napier University is 
seen as an employer of choice and is able to attract and retain top talent which 
will support and deliver on the University strategy which includes delivering 
excellent personalised student experience and building our academic reputation 
through teaching and research. 
 
They will own the recruitment and talent agenda to ensure that Edinburgh 
Napier has access to a strong talent pipeline of people with the right skills, 
values, behaviours and passion to develop the culture of the University and 
ensure that it is seen and felt to be a great place to work. 
 
 

 

Main Duties and Responsibilities 

 To lead, motivate and develop the recruitment team including being responsible for the recruitment, 
selection, induction and development of staff, the setting of SMART objectives, ensuring a high 
performance culture and participation in the My Contribution process. 

 Strategically plan all recruitment activity and consider a range of innovative approaches to 
recruitment including developing a full suite of recruitment options such as internet and social media 
presence via tools such as Linkedin and negotiating partnership arrangements with providers such 
as S1jobs and Job.ac.uk etc. 

 Develop attraction strategies and supporting candidate materials to ensure that Edinburgh Napier 
University appeals to relevant target audiences while being seen as an employer of choice. 

 Lead the team to attract, select and engage the best talent through a fair and transparent 
recruitment process, which aligns with our brand, values and behaviours. 

 Work in partnership with key stakeholders to continually review and monitor the effectiveness of 
resourcing strategies to ensure that they are current, consistent, fair and cover the full recruitment 
lifecycle.  

 Champion best practice and provide expert professional advice to recruiting managers and 
Recruitment and Talent Consultant on all areas of recruitment, ensuring that they are supported 
through the full recruitment process including shortlisting, interviewing and on-boarding support. 

 Develop excellent working relationships with recruiting managers, external providers and all other 
relevant stakeholders, developing recruitment operational plans and associated service level 
agreements.   

 Responsible for the visa and immigration checking process (UKVI) to ensure we are maintaining 
legal compliance.  Acting as the University’s Key Contact, communicate across the team and 
University changes to legislation. 

 Develop, deliver and report regularly on agreed efficiency targets and KPI’s whilst managing service 
delivery improvements including: time to hire, candidate experience, recruiting manager experience 



and satisfaction, effectiveness of recruitment channels and impacts on diversity and inclusion. 

 Review existing selection methods and materials ensure that Edinburgh Napier University selects 
the best candidate for the role from both a skills and values perspective. 

 Lead the ongoing development of competency based interview packs which can be tailored for each 
role but which provide a consistent interview experience for all candidates applying for similar roles. 

 Own and lead the development of all University role profiles to ensure quality and consistency whilst 
also ensuring that they meet contractual needs. 

 Lead the development of an on-boarding strategy that ensures that all candidates experience 
outstanding service from application point to joining the University. 

 Work closely with the wider HR Team to ensure that all legal and regulatory implications are fully 
understood and embedded across the team. 

 To be an ambassador of the University’s values & behaviours; 

 Be responsible for ensuring that the information and records processed (received, created, used, 
stored, destroyed) on behalf of the University are managed in compliance with ALL applicable 
legislation, codes and policies e.g. Data Protection, Information Security and Records Management; 
 
 

Essential Criteria 

 
Education/Qualification: Degree or CIPD/MIRP qualification with evidence of ongoing professional 
development. 

 Significant internal recruitment experience within academia or industry at a senior level. 

 Experience of leading a team or playing a significant role within a recruitment or talent function 

 Experience of using and designing innovative approaches to talent attraction, selection and on-
boarding including psychometric selection methods. 

 Ability to use strong leadership and management skills to engage, empower and motivate staff to 
deliver a high-performance culture. 

 Ability to set clear objectives and ensure performance against these. 

 Experience of working in a customer focused environment and a passion for delivering excellent 
customer service. 

 Strong networking, influencing, coaching and relationship building skills. 

 A passion to seek out, drive and implement innovative change initiatives and inspire others to do the 
same 

 Demonstrable process improvement experience  

 Ability to analyse, develop and implement strategy. 

 Ability to be decisive and display excellent time management skills. 

 Strong organisational and project management skills with ability to manage multiple priorities 

 Excellent oral and written communication skills, with strong interpersonal skills and resilience. 

 Ability to work flexibly at peak times. 

 

 

http://staff.napier.ac.uk/services/secretary/governance/DataProtection/Pages/default.aspx
http://staff.napier.ac.uk/services/cit/infosecurity/Pages/InformationSecurity.aspx
http://staff.napier.ac.uk/services/secretary/governance/records/Pages/default.aspx


Desirable Criteria  
 

Education/Qualification: Evidence of ongoing professional development or extensive relevant experience 
in a comparable role  
 

 Experience of working in Higher Education sector (or engaging with) private/ public sector industry/ 
government/ business services 

 An empathy with and understanding of the key recruitment and attraction challenges facing the 
University sector. 

 Experience of writing and managing papers/ proposals or strategies for high level boards or 
committees. 

 Budget management experience. 

 Desire to work as part of a bigger team who work together to achieve broader team goals.  

 

 
 

 

 
 

 
 

 

 
 


