
PERSONNEL RECRUITMENT & ONBOARDING MANAGER 

SEARCH EXTENDED 

 

Department:    Human Resources 

Division:   Finance and Administration 

Reports to:     Assistant Director  

 

POSITION SUMMARY: 

This position is responsible for personnel recruitment and human resource activities within the Human 

Resources Department of the University.  As part of a fast paced environment, the Personnel 

Recruitment and Onboarding must be personable, organized, self-motivated, and technology 

savvy with a high level of initiative; must be energetic and have a love for serving people. 

ESSENTIAL FUNCTIONS: 

 Participates in hiring process by reviewing announcements to ensure that information is 

correct and posts announcements to internal and/or external sites and publications. 

 Corresponds with applicants and potential applicants regarding the recruitment process 

and responds to inquiries concerning job postings, and general applicant inquiries.  

 Reviews Disclosure forms submitted as part of the application process to ensure 

completion. 

 Assists with the maintenance of P-card records and back charges to departments for 

allowable recruitment expenses. 

 Establishes and maintains recruitment files (posting, invoices, tear sheets, spread sheets, 

etc.) 

 Reviews job descriptions for minimum requirements of applications to determine if 

applicants meet minimum qualifications and other criteria as described in postings. 

 Provides assistance to supervisors on established recruitment procedures and 

recommends changes to policies/procedures to improve the recruitment process. 

 Coordinates reference and background checks; verifies employment information and 

contacts professional and personal contacts provided by the candidate; 

 Provides assistance and information to search committees and coordinates interviews 

with hiring managers as requested. 

 Follows up on the interview process status. 

 Communicates employer information and benefits during the interview process. 

 Stays current on the University’s organizational structure, personnel policy and federal 

and state laws regarding employment practices. 

 Maintains spreadsheet on EEO information and coordinates with the Director of 

Affirmative Action.  

 Completes timely reports on employment activity. 

 Processes PAFs for all new hires and provides orientation. 

 Performs other duties as assigned. 

REQUIRED KNOWLEDGES, ABILITIES AND SKILLS : 

 Knowledge of the principles and practices of human resources; 

 Knowledge of state and federal personnel laws, policies, and procedures; 



 Knowledge of university and Board of Trustee policies and State recruitment and 

employment laws. 

 A strong commitment to developing a diverse workforce and experience working in a 

diverse setting. 

 Strong commitment to excellent customer service delivery. 

 Ability to compose, present, and review oral and written information, prepare reports and 

provide recommendations based on findings. 

 Ability to use computer programs (Microsoft Excel, Word, PowerPoint, Publisher, etc.) 

to develop correspondence, reports, statistical analysis and other documents. 

 Experience with computer-based human resource management systems. Experience with 

Ellucian Colleague system is preferred.   

 Ability to interpret and apply, state and federal laws and regulations, regarding HR 

recruitment policies and practices.  

 Ability to research and analyze data. 

 Ability to provide training and technical assistance to staff. 

 Ability to work independently. 

 Ability to recruit, interview, and assess prospective employees. 

 Excellent verbal and written communication skills are required. 

 Ability to maintain confidentiality. 

 Ability to communicate with a diverse group. 

MINIMUM QUALIFICATIONS: 

A bachelor’s degree in human resources, personnel management, public administration, or a 

related field; plus four years of human resources experience, including one year in a supervisory 

or leadership capacity.  Experience in higher education human resources preferred. 

SALARY: Grade C121  

APPLICATION PROCESS: 

Submit an application and resume with the name, address and telephone numbers of three references 

and transcripts to: 

Human Resources Department 

University of Arkansas at Pine Bluff 

1200 N. University Drive 

Mail Slot #4942 

Pine Bluff, AR 71601 

Fax: 870-575-4653 

Email:  uapbjobs@uapb.edu 

 

APPLICATION DEADLINE:    September 4, 2020 

 

 

"UAPB is an Equal Opportunity/Affirmative Action Employer and  participates in E-Verify" 

08/26/20 
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