Sample Two:  In-House Recruiter Job Description
Physician Recruiter Coordinator

Responsibilities

Responsible for all recruitment in conjunction with the Physician Recruitment Committee to determine community underserved physician specialties.

Identifies, develops and implements strategies for recruiting targeted physicians.

Establishes procedures to ensure effective efforts to recruit physicians.

Maintains daily log of recruitment activities.

Coordinates physician interview schedules.  Acts as the initial facilitator once the physician relocates to the area and assists with the development of the practice and acclimation of the physician and family.

Maintains communication with existing medical staff and seeks input for recruiting.

Coordinates common recruitment activities.

Coordinates participation from volunteers, physician spouses, realtors and area schools and businesses for the recruitment effort.

Requirements

Requires excellent interpersonal skills, including the ability to communicate clearly and professionally, both verbally and in writing; the ability to negotiate; the ability to be highly flexible in varying situations; the ability to work independently; the ability to organize and prioritize duties; the ability to work in conjunction with other departments and be able to travel as required.

