TEMASEK POLYTECHNIC

CAREER & EDUCATION SERVICES CENTRE (CESC)

	RECRUITMENT NOTICE



Notes to Recruiting Company:

1. You may take 15 minutes to complete the recruitment notice form.

2. Please email the completed form (in MS Word) to cesc@tp.edu.sg. An incomplete form cannot be processed.
3. Interested applicants will contact the recruiting company's contact person directly.

4. Temasek Polytechnic shall not be liable for the conduct of the recruiting company and students.
5. For enquiries, please contact us at (65) 6780-6480 or email cesc@tp.edu.sg for assistance.
	COMPANY DETAILS

	Name:
	Amida Global Pte Ltd

	Profile:
	Amida is a recruitment business specialising in providing services for sustainable development of the built environment, mining and resources. We are focused on creating a better world by facilitating talent into organisations which will create a better world for us all. 

	Business Registration No:
	201112450Z

	Address:
	1 Finlayson Green, #06-03, S049246

	Website URL:
	www.amida-recruit.com 

	

	CONTACT PERSON’S DETAILS (provide only contact/s that you want applicants to know)

	Name:
	Clare
	DID No:
	69220620

	Designation
	Office Manager
	Dept:
	

	Email:
	Clare.gaskell@amida-recruit.com 

	

	JOB DETAILS (provide details requested below for each job title)

	Title 1:
	Trainee Consultant

	No. of Vacancy:
	1
	Full-time
	
	Part-time       (Please indicate accordingly)

	Description:
	The role of Trainee Consultant is responsible for sourcing quality candidates for specified vacancies within a niche market sector and becomes more involved in service delivery.  Working alongside a senior Consultant, the Trainee Consultant will also manage the recruitment process on behalf of clients, and develop their client relationships while building market intelligence to maintain consistent billing revenue in accordance with their business plan.

	Requirements:
	Candidate Generation

· Source active and passive Candidates through a variety of methods using social media, networking, job advertisements, internet searches and other creative or traditional search methods.
· Source and identify key candidates within market sector and undertake initial relationship management.
· Using the database to conduct searches in line with job descriptions or briefs obtained from clients.
· Make cold approaches to targeted candidates.
· Through phone, face to face interviews or other media, conduct in-depth candidate assessments to determine suitability.

Candidate Development
· Conduct initial review of all resumes received and contact relevant candidates to determine interest and suitability.

· Arrange interviews to meet with candidates, as required.

· Provide candidates with a detailed brief about their potential employer.

· Organise all interviews and meetings, ensuring they are running to schedule, and conduct aftercare contact with candidates.

· Throughout the recruitment process, develop a strong candidate relationship through effective networking and communication. 

Client Development

· Develop in-depth knowledge of market sector and the clients within that market.

· Build and cultivate new and existing client relationships through effective networking and communication.

· Collate and qualify information relating to job specifications to ensure the right match is made between the client, the role and the candidate.

· Manage the recruitment process on behalf of the client with regards to preparing relevant paperwork for interviews such as client information, job descriptions etc.

· Arrange interviews and meetings, ensuring they are running to schedule, conducting aftercare contact with the client.

Administration Management

· Prepare high quality advertisements and post to relevant job boards including Amida’s website.

· Prepare interview confirmations and format candidate resumes for presentation to clients as required.

· Obtain compliance documentation from candidates and clients adhering to Amida’s compliance processes and procedures.

· Arrange and compile all necessary documentation for placement such as references, contracts etc.

· Maintain up to date market and commercial awareness through research and networking.

Quality Management
· Record accurate information and activity relating to clients and candidates on the database in a timely manner.
· Represent Amida, and our clients and candidates in a professional manner.

· Develop a thorough understanding of Amida’s processes with regards to recruitment workflow and ensure such processes are implemented.

· Provide a client and candidate focused service that creates a reputation for quality and added value through strong business relationships.

Contribute to Business
· Participate in brand building marketing and communications.

· Contribute to team and colleagues development where required, including participating in training and information sharing workshops.

· Attend networking events and represent Amida in a positive and professional manner, building credibility and strong, positive brand reputation.

· Adhere to Amida’s internal policies and procedures to ensure smooth and efficient operational standards.

· Use systems appropriately including the IT system, shared and personal folders, database and job posting platform to record operational activity and build Amida’s market information.

· Contribute to Amida’s internal processes and procedures around sustainability strategy and initiatives.

· Other related duties as identified and agreed with management.

	Closing Date:
	Until position is filled.
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