
                       Job Description 

Service Catalyst Support Limited 

Job Title Recruitment Coordinator 

Reports to Head of People and Culture 

Base Guildford 

Hours Full time – 35 hours per week 

Salary Band £23,000-£27,000 

Organisation It’s not just about what we offer, but how we offer it. 

Catalyst is a non-profit organisation working with people who are dealing with 

issues stemming from drug and alcohol misuse and mental health – including 

housing, involvement with criminal justice, relationships with family and 

friends and getting back into work. 

Guildford-based for over 30 years, we work throughout Surrey and its borders 

in partnership with a wide variety of statutory and non-statutory 

organisations and bodies to provide support. 

We believe change is achievable when facilitated by skilled professional staff 

and volunteers offering a friendly, respectful, non-judgemental and personal 

approach. 

Our values are Kindness, Integrity and Commitment. 

Purpose of Job Catalyst is a growing charity with a clear strategic vision. 

Over the past two years we have had to adapt our ways of working during the 
pandemic to support creative working including online interviews and 
inductions. Thankfully, as the world returns to some normality we are able to 
move back into face to face on-boarding to establish better connections. 

We are looking for an individual who can support the recruitment lifecycle 
and ensure the whole experience is positive. This individual will need to lead 
our recruitment policy and processes, ensuring effective, inclusive and 
sustainable decisions are made on behalf of the Charity. 

Catalyst remains a growing organisation so we continue to have multiple live 
vacancies to fill. We are looking for an individual with experience in recruiting 
and a passion for fitting the right people in the right roles. 

The post holder will need to work closely with managers through the different 
stages of recruitment, through to on-boarding supporting and sometimes 
challenging decisions, to ensure we are recruiting safely and inclusively. This 
position requires an individual with professional curiosity and integrity. 

We will be looking for somebody who can uphold our Charity values: 
Kindness, Integrity and Commitment. 



 
This post is subject to the Disclosure and Barring Service (DBS) check at an enhanced level. Please note 
past drug and/or alcohol or criminality history will not necessarily discount you from undertaking this role. 
 
Key Activities:  

 Work with our Line Managers to deliver an effective, inclusive and supportive recruitment lifecycle 

 Conduct recruitment planning meetings for each role to understand the requirements and expectations 
of line managers 

 Meet with the relevant hiring managers for specific roles, to learn the job details, specific qualifications 
required, and the experience needed 

 Resource and pre-screen candidate before recommending to Hiring Managers 

 Arrange interviews following our two-stage interview process to include at least one face to face 
meeting 

 Support the hiring managers with at least one interview to ensure the people we are hiring have the 
right values and characteristics, to align with ours 

 Coach managers on our recruitment policy and procedures 

 Using a template write adverts to attract and Job Descriptions to support understanding of our roles 

 Be creative in thinking around ways to expand our audience of candidates 

 Attend recruitment events to expand awareness of the Catalyst brand 

 Ensure contact and feedback is consistently up to date so all candidates feel like they matter 

 Responsible for making initial offers to candidates to ensure clarity of role and expectations are met and 
above all consistent 

 Work with the Head of People and Culture to ensure Catalyst is delivering a safe and inclusive way of 
recruiting, reviewing and updating processes as needed 

 Ensure fairness and inclusion is shown for all candidates 

 Support with pre-employment and compliance checks in line with company policy and relevant 
legislation as requested 

 Provide general administrative support to the recruitment function, such as answering enquiries, 
supporting and making sure that the candidates always receive a professional and comprehensive 
recruitment experience 

 
Personal attributes: 
To enjoy working within the People and Culture team, we would hope to find someone who is: 

 A team player  

 Comfortable working within an office environment, although blended working can be considered 

 Calm under pressure 

 A good listener with a non-judgemental attitude 

 Professionally curious 

 Respectful to others 

 Kind always 

 Willing to go that extra mile to support a busy team 

 Able to manage own workload to effectively deliver projects on time 

 Committed to making a positive difference in people’s lives 

 Confident to challenge or defend a process 
 



General terms of reference: 
In carrying out the above duties the post holder will: 

 Work collaboratively across the organisation to offer support to all main functions. 

 Be committed to the role and support Catalyst to be the most efficient it can be. 

 Be someone who believes in fairness and conducts themselves with integrity. 

 Work flexibly across operational sites, including working from home arrangements in agreement with 
line management, as required, which may include evening and weekend work. 

 Be motivated to improve personal performance, outcomes, contribution, knowledge and skills. 

 Be professional when partaking in Management, Trustee Board and other work related team meetings; 
appraisals, workforce development and supervision processes. 

 Keep abreast of developments in services, legislation and identify good practices where appropriate.  

 Contribute to maintaining safe systems of work and a safe environment for all staff on site or working 
remotely. 

 Represent Catalyst at external agencies/meetings and support our values and the culture of Catalyst. 

 Undertake other duties appropriate to the grade of the post. 
 
 

 
Person Specification 

 Essential Desired 

Qualifications and experience   

Experience of working in recruitment   

Experience of working for a Charity   

Knowledge and skills   

Excellent attention to detail   

Excellent communication skills, verbal and written   

Organised and self-motivated   

Empathy and listening skills   

Positive and professional   

Resilient   

An honest team player   

Professional curiosity   

Knowledge of GDPR in the context of recruitment   

Information technology   

Proficient in the Microsoft Office package   

Ability to analyse data and create reports as required by the service   

Familiar with using Social Media   



Person Specification 

General   

Ability to work flexibly where required   

A passion for developing own skills/knowledge base through ongoing learning 
and development 

  

 

Equal Opportunities Statement 
We acknowledge the unique contribution that all Catalyst employees and clients can bring to our 
organisation in terms of their culture, race, gender, sexual orientation, gender reassignment, marital status, 
nationality, age, religion or belief and any physical disability or history of mental health or additional 
problems. 
 
All appointments and promotions are based on merit and no job applicant or employee will be treated 
unfairly or discriminated against. All staff have equal access to staff development.  
 
Any member of staff who breaches this policy may be subject of grievance and/or disciplinary procedures. 
 
Please note: 

 This job description may be varied from time to time as agreed by the post holder and line manager. 

 This job description is subject to annual review. 


