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Role Specification | Recruitment Manager 

  

Line Management 

The Recruitment Manager reports to the Director of Central Operations. 

Position Summary 

• To lead the recruitment function and actively contribute to business growth and company 
development. You’ll take ownership of both carer and office-staff recruitment. 

• The recruitment department is integral to the company’s national growth and you will be the main 
point of call for this function. 

• You’ll performance will be measured as part of the recruitment team’s clear KPIs. 
• To be aligned with the company’s values and act as an ambassador to set outstanding examples 

of professionalism.  

Responsibilities 
 
Monitoring, Reporting and Data 

1. You’ll need to keep a close eye on key performance metrics and work closely with the central team 
to report on these on a monthly basis.  

2. You will be responsible for analysing lead quantity and quality data.  
3. Help to ensure lead data is as accurate and useful as possible. You’ll need to make sure there are 

no gaps in our employee data. 
4. Be target driven in your approach to generating leads to the business 

Recruitment Process and Function 
1. Reviewing Candidates: You’ll need great interpersonal skills as you’ll need to speak with each of 

the applicants to decide if they’re a right fit to join our team of Bright Carers. You should be 
confident in being able to draw out experience, ambition, empathy and the ability to align with 
our company values from applicants.  

2. Recruitment Budget: You will be in charge of an annual recruitment budget for office-based roles 
across the business and will be held accountable to this against KPIs and successful hires. You will 
also work closely with the Marketing Manager with the budget for carer recruitment. 

3. Recruitment Journey: You will be tasked with reviewing our Bright Care recruitment journey, 
ensuring that we’re targeting candidates at the right touch points. You’ll be at the helm of any 
changes required to our recruitment user journey. 
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4. Recruitments Software: You’ll be using our recruitment software to review, tag and track 
applications. Full training on this will be provided.   

5. Interviews: You’ll be part of the recruitment process for branches, so should be confident in this 
situation. You’ll also be arranging interviews with branches so need to be exceptionally organised. 

6. Recruitment Ads: You’ll create high quality, engaging ad content that speaks to the target 
audience for each recruitment position. You’ll need to be a strong copy writer.  

7. Webpage Development: You’ll be in charge of re-purposing and making changes to recruitment-
based webpages in Wordpress. 

8. Persona Creation: Work with the marketing team to develop insightful knowledge of the target 
audience and apply this knowledge when carrying out marketing/recruitment projects. 

Local Offices and Communication 
1. Local Office Requirements: You’ll have regular contact with each office in order to stay fully up to 

date with their recruitment requirements.  
2. Working With Office Managers: Ensure seamless communication between the recruitment function 

and local branch managers.  
3. Working With Candidates: You’ll be responsible for liaising with candidates during their 

recruitment process. You’ll need to make sure they fully understand the requirements, interview 
location and times, and overall process. 

External Agencies 
1. Bright Care work closely with several recruitment agencies and you will be in charge of getting 

the most value out of these agencies, joining regular calls and meetings, and reviewing received 
work and reports. 

Other Responsibilities 
1. Administration: On a day-to-day basis, you’ll be assisting with central and recruitment 

administration to help ensure the seamless running of the team. There’s a high level of 
administration required for this role, all that must be executed with precision (for example, 
ensuring offices are fully informed of the recruitment plan, the candidates being interviewed, and 
candidate background information prior to the interview date). Full audit trails of communication 
will need to be completed. 

Person Profile 

Qualifications 

1. Understanding of marketing principles, and a degree (in any specialism) if appropriate 
2. Numeracy skills and financial acumen 
3. Proficiency in English 
4. Excellent planning and organisational skills 
5. Proficient computer skills and operations of software systems (inc. Google suite) 
6. Willingness to undertake job related training as required by the company. 
7. Superb attention to detail. Precision and accuracy in tasks is key. 
9. Proven track record of high-quality content creation and copywriting 

Experience 



3 
Rev 1 01/1  

Proven track record as being a high-functioning member of a team, as well as in recruitment processes. 

Skills and Attributes  
 
1. Eagerness to strive to perform the role with confidence, concern, commitment, cheerfulness, care and 
professionalism. 
2. Excellent communication skills to engage with colleagues, external agencies, and other professionals.  
3. The belief that in-home care is achievable for all clients and be committed to supporting clients 
through this journey as their needs change.  
6. Be able to act responsibly and work on own initiative and as part of a team.  
8. Be self-motivated and proactive  
9. Foster and encourage growth in yourself and others.  
11. Ability to adapt to change and work in a flexible manner when required.  
12. Excellent planning and organisational skills.  
 

Core Values 

Bright Care has six core values which we expect every member of staff to uphold and be aligned with: 

• We have honest conversations. Through embracing transparency, openness and 
straightforwardness, we pursue truthfulness with each other 

• We are learners. We realise that we’re not finished products and are eager to grow and better 
ourselves. Humility lies at the heart of this. 

• We give freely. Generosity comes in all shapes and sizes, and whether it be time, resources, or 
expertise, we give, share and pay things forward as one family. 

• We are interdependent. We live our lives alongside each other and work unitedly, bringing our 
best everyday, in the knowledge that our colleagues have our back. 

• We are self-aware. We know our strengths and blind spots and reflect on our own processes to 
evaluate, build character, and make good decisions. 

• We seek long-term relationships. Loyalty is important to us; as are great endings. Join us once and 
begin the journey. 

I hereby acknowledge and accept the Role Specification of a Marketing Executive as outlined above 

 

__________ 

Name (please print) 

 

__________  _____________ 
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Signature Date                  Date 

 

__________  _____________ 

Signature for and on behalf of Bright Care at Home Ltd Date 


