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JOB DESCRIPTION 
 

TITLE 
   Recruiter 

NUMBER 
    50020024 

JOB FAMILY 
   Human Resources 

GRADE 
    8 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Identifies, develops and implements staffing tools, programs and hiring metrics that support initiatives to attract, 
recruit, retain and engage talented PSE employees. In addition, the Recruiter is directly responsible for sourcing 
and recruiting candidates for particular positions as assigned. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Facilitates and/or manages programs and activities throughout and on behalf of the Staffing department. 

Programs include, but are not limited to: “apprentice” programs; annual recruiting calendars; soliciting hiring 
manager support as appropriate, as well as attends, along with or instead of the Sr. Recruiter, career fairs, 
schools, community events etc.; Coordinates the employee referral program; Leads Staffing initiatives and 
projects as assigned.  

 Gathers, maintains and analyzes data to track Staffing trends, evaluate effectiveness of programs and identify 
process improvement opportunities; Prepares reports that keep management, hiring managers and HR 
Business Partners informed of the status of their workforce plans. Maintains knowledge of market 
demographics and hiring trends. 

 Sources and recruits candidates through Internet resources, advertising, applicant tracking system, employee 
referrals, career fairs, search firms, networking, and direct contact.  

 Establishes rapport with selected management groups and HR Business Partners; Educates and supports 
hiring managers on overall hiring process; Provides technical staffing assistance to internal and external 
staffing customers. 

 Performs other duties as assigned. 
MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS and 3 years corporate recruiting support or equivalent combination of education and experience.   
 Experience using electronic/web based recruiting tools.   
 Knowledge of recruitment processes creative/strategic talent sourcing, resume evaluation, candidate 

assessment and interview techniques, and matching position to best candidate. 
 Knowledge of employment laws related to recruitment and staffing.  
 Ability to quickly build relationships with hiring managers, colleagues and candidates to meet hiring objectives. 
 Ability to balance multiple priorities and deadlines in a fast paced environment. 
 Excellent written and oral communication skills. 
 Strong analytical skills to effectively and efficiently analyze a wide array of potential recruiting challenges. 
 Solid team player who is comfortable with collaborative processes. 
 Detail-oriented and able to manage multiple tasks to resolution simultaneously. 
 Demonstrated ability to effectively prioritize work as a team member. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 SAP experience preferred. 
 

 


