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Ref ____________________

1. Employer name

2 – 5. Address and postcode
5a. Employer contact details
	Name
	Laura Buchanan
	Position
	Recruitment Advisor

	Contact No.
	01698 377767
	Email
	laura.buchanan@lanarkshire.scot.nhs.uk


6. Which sector does this business fit into? Insert a (
	Administrative and support services 
	
	Manufacturing
	

	Agriculture, forestry and fishing
	
	Mining and quarrying
	

	Arts, entertainment and recreation
	
	Public administration and defence
	

	Construction
	
	Professional, scientific and technical activities, including engineering
	

	Education
	x
	Real estate activities
	

	Electricity, gas and steam
	
	Retail and wholesale trade
	

	Financial and insurance
	
	Service sectors – hotels and food
	

	Hairdressing and beauty
	
	Social work / health services
	

	Household activity, such as domestic cleaning
	
	Transport and storage
	

	IT - Information and communication
	
	Waste management
	


7. Vacancy details

	Job title
	Recruitment Administrator
	Department
	HR

	Reporting to
	
	Location
	Carluke


8. What type of job best describes this vacancy? E.g. office/clerical, construction, contact centre, sales etc

	



9. Wage

    per year
	Full time Full time
	x
	Permanent post
	

	Part time
	
	Temporary contract
	x

	Number of hours
	37.5
	
	


10. Contract type, tick as appropriate

11. Essential/desirable criteria


12. Company and job description 
NHS Lanarkshire are looking to recruit a Recruitment Administrator to work within the HR Department at Law House, Carluke
Company description and information about the terms and conditions of role ie hours of work, shift patterns etc
Key duties and responsibilities of the role:

 For more information on the job role and to apply for the vacancy please click on the link HERE and return the completed application form to Yvonne Dunigan – dunigany@northlan.gov.uk 
Any other relevant information, such as qualifications that can be gained through the role
FOR OFFICE USE 

13. Type of occupation. Insert a tick

	Manager or senior official 
	

	Professional, e.g. civil engineer, teacher, librarian, social worker 
	

	Associate professional / technical, e.g. nurse, fitness instructor, IT support, 
	

	Administrative and secretarial, e.g. office assistant, receptionists
	

	Skilled trades, e.g. welder, mechanic, electrician, construction trade, chef
	

	Personal service, e.g. hairdresser, nursery nurse, housekeeper, leisure assistant
	

	Sales and customer service, e.g. call centre, sales/retail assistant, customer care 
	

	Process, plant and machine operatives, e.g. assemblers, HGV drivers, scaffolder 
	

	Elementary, e.g. bar staff, waiters, mail sorters, labourers, cleaners, security guard  
	X


14. Caseload officer

15. Vacancy Manager 


16. Date vacancy created

	Julie
	Yvonne
	14.1.15


17. Closing date


 18. Number of vacancies

 19. Date for interviews

	21.1.15
	1
	


20. Please enter any specific instructions on how to apply for the post


21. Please enter any additional notes relevant to this vacancy. These notes will not be shared on the Portal and will be for office use only.


22. Type of vacancy
	Apprenticeship
	
	Xtra Hands
	
	New Start
	x
	Work Focused Training
	
	YIP RTW Subsidy     
	



23. Please check the box if this is a Community Benefit vacancy 
NHS Lanarkshire





Law House, Carluke





16660





Essential criteria:





You should possess CPP qualification (Certified Protection Professional) or be working towards this; OR have 2 years general administrative experience along with proficient IT skills


Working knowledge of Microsoft Office packages 


You will have the ability to understand a range of office procedures and processes with well developed interpersonal skills in customer care.


Excellent communication skills, good organisational and planning skills 


Hold a current valid driving licence














Desirable criteria:





Please apply through North Lanarkshire’s Working Recruitment Portal @ � HYPERLINK "http://www.northlanarkshiresworking.co.uk" �www.northlanarkshiresworking.co.uk�


Participants will be required to register on the portal in order to apply for job vacancies.























Vacancy Registration Form                                                                                                                   Version 13 June 2013

