
 
 
 

JOB DESCRIPTION: Recruitment Manager 
   
 
 
Department:  Recruitment 
 
Reports to: HR Manager 
 
Purpose of Position:  
 
The Recruitment Manager will work closely with the HR Manager to develop and 
implement effective recruitment and practice, policy and procedures to support the 
development of high performing teams. 
 
The ultimate goal of all employees is to deliver excellent customer service, creating a 
unique experience for the customer which makes them want to return; you should be 
positive, loyal and a proud ambassador of the Bounce brand.  
 
 
Core Non-Negotiable Skills and Experience: 
 

 An ability to identify the “Bounce Personality” in candidates 
 

 Incredible attention to detail 
 

 Excellent command of written and spoken English 
 

 A natural empathy towards people and their development. 
 

 
Our People: 
 

 Are confident, self-motivated and demonstrate a passionate commitment to the 
business. 

 

 Are friendly, professional, honest, reliable and trustworthy. 
 

 Have good working relationships with everyone they come into contact with at work, 
behaving in a friendly, courteous and professional way. 

 

 Bring a positive attitude to work, co-operating closely with team members and other 
departments to ensure that Bounce is the best it can be. 

 

 Set a great example to new employees. 
 
 
Key Duties and Responsibilities:  

 

 To ensure that recruitment and selection procedures and practice meet operational 
needs, legislative and good practice requirements. 
 

 To place advertisements on selected hosts and plan and coordinate open days. 
 

 To conduct initial screening of CVs and conduct initial telephone interviews. 
 

 To liaise with account managers and external recruiters 
 



 To work with managers to develop the recruitment process, including interview 
guidelines and a standard questionnaire to establish whether the non-negotiable skills 
and experience have been demonstrated by the applicant. 

 

 To ensure that all job descriptions are in place and remain current and accurate. 
 

 To ensure all new employee administration is complete, filed and entered into Synergy; 
to include new starter paperwork, checklist, employment eligibility checks, offer letters 
and contracts 

 

 To advertise new vacancies internally and update the Bounce Careers webpage on a 
weekly basis 

 

 To manage the administration of all recruitment records, ensuring that these are 
complete, accurate and up-to-date. 
 

 To conduct exit interviews and complete the leaver process. 
 

 To manage compliance with the Data Protection Act with respect to the storage of, 
access to and destruction of personal data. 

 
 

 
Date: September 2016 
 
The Company reserves the right in its absolute discretion to add to your duties, or amend this job 
description at any time.  In addition to the above duties you will carry out such other duties as the 
Company reasonably directs from time to time. 


