
 
 

Sr_Recruiter(50015276).doc 

 

JOB DESCRIPTION 
 

TITLE 
   Sr Recruiter 

NUMBER 
    50015276 

JOB FAMILY 
   Human Resources 

GRADE 
    10 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Sources and recruits talent to meet company business objectives. Successfully markets and sells the company's 
attributes, its culture, and brand, to job candidates.  Fills positions within established timeframes.  
 
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 
 Sources and recruits talent. Educates and supports hiring managers on overall hiring process.  Reviews job 

descriptions for proper advertisement format. Sources and screens candidates using Internet resources, 
advertising, applicant tracking system, employee referrals, career fairs, search firms, networking, and direct 
contact. Implements internship programs and college recruiting. Screens, interviews and conducts tests and 
assessments of applicants to meet clients needs. Negotiates job offers. Conducts reference checks.  Fills 
positions within time frames set. 

 Builds networks and diversity contacts. Develops and maintains strong relationships with a variety of 
professional, minority and community groups as well as educational institutions to foster recruitment efforts.  
Over time staff person will work towards strategically mapping out our hiring communities and become well 
networked within these communities in an effort to build a proactive pipeline of talent across all functions. 
Implement AA Plan outreach initiatives.  Maintains knowledge of market demographics and hiring trends. 

 Consults and advises.  Builds productive partnerships with management at all levels to gain the trust as a 
knowledgeable recruiting expert. Establishes rapport and meets regularly with management groups and HR 
business partners to understand staffing model and area growth projections. 

 PSE Branding. Coordinates PSE employment branding and job fair materials.  Manages job fair calendar and 
attends job fairs. Manages updates to careers page to maintain corporate branding. 

 Performs other duties as assigned. 
MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS and 5 years corporate recruiting or equivalent combination of education and experience.   
 Experience using electronic/web based recruiting tools.   
 Experience developing and utilizing networking relationships and sourcing avenues to build talent pools. 
 In-depth 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. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 SAP experience preferred. 
 Experience with resume database/requisition-tracking systems. 
 

 


