
 

Job Description: Graduate Recruitment 
Coordinator 
Reporting to:  Operations Manager  
 
Purpose of role:  To coordinate the variety of graduate employment and employability projects 
the business has been engaged in. This includes assisting graduates and employers to use 
Gradcore services and monitor client experience. 
 
You will be passionate about Yorkshire and share our corporate values:  
 
1. Commitment to Yorkshire 
2. Straightforward  
3. Commitment to service excellence 
4. Continuous development 
5. Relationship orientated 
6. Strong partnerships with HEI’s. 
 
Main responsibilities: 

• Shortlisting, telephone interviewing and face to face interviewing candidates for graduate 

vacancies and internships. 

• Coordinating and assessing at graduate assessment centres. (Full training provided) 

• Participating in activity to promote Gradcore services to both employers and graduates 

alike. 

• Operating the Candidate Sourcing/Matching service, providing suitable candidate details 

to meet clients’ requirements. 

• Selecting and inputting job information from clients with bespoke accounts as well as 

writing excellent job adverts to increase applications. 

• Providing information and advice to employers and graduates about the range of services 

provided by Gradcore, Graduates Yorkshire and GradsEast 

• Generating internship and job opportunities for graduates through employer liaison and 

networking 

• Checking job information submitted to site(s) for suitability and compliance with relevant 

legislation and, where appropriate, provision of advice on advert production. 

• Monitoring and tracking client journey to obtain outcome and feedback data, and identify 

opportunities to promote further Gradcore services. 

• Working with colleagues and university careers services to provide an integrated 

approach to client relationship management. 

• Inputting public sector graduate level jobs onto the site(s) daily in order to increase 

vacancy volume. 

• Undertaking such other duties as are relevant to the nature of the post.  

• Carrying out any other duties that may arise, including attending events such as 
networking opportunities 



 

 
In return we offer: 
• Salary of £18,000 pa + bonus 

• 28 days holiday (pro rata)  

• Team building events 

• Mileage allowance 

• Access to company laptop pool 

• Access to company mobile phone pool. 



 

Person Specification: Graduate Recruitment 
Coordinator 
 
 Essential Desirable 
Qualifications • Degree  
Experience  • Experience of working in a busy and 

changing environment 
• Recruitment experience (short-listing, 

interviewing, liaising with employers 
seeking candidates) 

• Experience of client liaison/business 
development 

 

Skills • Proven excellent oral and interpersonal 
skills 

• Proven excellent written communication 
skills 

• Outstanding organisational, planning & time 
management skills.   

• Committed to provide excellent customer 
service 

• Proven negotiation skills 
• Excellent telephone manner 

 

Personal 
qualities 

• Self-motivated with the ability to work on 
own initiative as well with a team and a 
wide range of other people 

• Possess excellent communication skills, 
enjoy challenges and demonstrate 
problem solving and decision making 
abilities 

• Ability to demonstrate a flexible approach to 
role as job description above may change 
from time to time after consultation 

• Enthusiastic about the benefits a 
graduate can bring to an organisation 

 

Special 
characteristics 

• Have an interest in graduate related 
current affairs and an understanding of 
the higher education sector 

• Passion for Yorkshire  

• Experience and 
understanding of the higher 
education and graduate 
labour market 

• Understanding and 
experience of the wider 
recruitment industry 

 


