Заявка про наявність вакансії
· Повна назва організації 
Компанія SoftServe

· Назва відкритої вакансії, обов’язки та соціальні гарантії

Recearcher
Duties and Responsibilities

1) Resume processing:

· Administrate HR-External mail box (recruiting direction);

· Register and delegate CVs to responsible recruiters;

· Send rejection-reply to candidates which don’t befit after requirement.

2) HR DB (Applicants manager) administration:

· Add CV’s to HR DB (Applicants manager) (active candidate’s CV,  passive that were provided by Researcher).

· Add to HR DB (Applicants manager) results of Certification centre external candidates exams.

· Mark training centre graduated students.

· Weekly check the contacts history in HR Database.
· Add new vacancies in database.

· Close completed and cancelled vacancies.

· Match HR DB (Applicants manager) Vacancies with SDO Staffing Request Portal.

· Check database features.

· Develop new features and abilities of HR DB (Applicants manager).
3) Providing reports:

· IT Labor Market report on request.

· Network buildings for different technologies and levels.

· Recruitment direction’s monthly metrics report.

· Recruitment meetings reports (meeting minutes).

4) Recruitment support:

· The search of candidates that correspond to the vacancy request.

· Provide information about the candidates (technology candidate works with, candidate’s company, whether candidate is satisfied in his company, contacts with the candidate (Cell, ICQ, Skype, etc))
· Support new features for providing passive candidates.
5) Collect External Pool Requests and provide External Pool Candidates report to requestor (SDO, QMO, PMO)
6) Provide Project Description for new projects.

7) Provide the list of open vacancies for Recruitment Marketing Specialist every week.

8) Help recruiters to work with hiring templates.

Qualifications

Notes. All the requirements are absolutes unless listed as desirable

· Education:

- Bachelor Degree and above

· Specialized knowledge:

· Understanding of software development company functioning

· Understanding of offshore software development specifics

· Understanding of SoftServe internal functioning (Desirable)

· Understanding of full lifecycle recruiting components.
.
· Skills & Abilities
· English intermediate strong
· Good communication and presentation skills 

· Relationship building skills
· Project oriented

· Detail oriented

· Client orientation

· Result orientation

· Personal effectiveness

· Flexibility

· Кінцевий термін дії вакансії

необмежений

· Контактна інформація: контактна особа, email, контактний телефон, поштова адреса.Інформація надається в форматі doc.
Контактна особа: Оксана Маменко  omam@softserveinc.com
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Recruiter Assistant
Duties and Responsibilities

1. Put all information about active candidates into Recruitment Database:
· Registration new candidates and fill in an additional information for candidates who were already registered

· Keep information about active candidate’s statuses up to date.
· Collect and add to Applicants manager interview feedbacks and other additional documents (English level check result, Candidate Profile, References document, Job offer letter, etc.)
2. Work with candidates from External Pool 

3. Work with candidates :

· Contact with active (qualified according to resume) candidates during 1 business day and organize pre-scrining interview with recruiter

· Send request to Language school for English test

· Provide refusal to candidates which didn’t pass interview

4. Hiring templates

· Review hiring templates

· Send information about candidate’s salary to Salary Department

5. Processing Compensation costs :

· Candidate’s travel expenses

· Real estate agencies’ servises

6. Generation reports
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- Bachelor Degree and above

· Specialized knowledge:
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· Understanding of SoftServe internal functioning (Desirable)

· Understanding of full lifecycle recruiting components (Desirable)
· Experience in working with database (filling in the information)
.
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· English intermediate

· Detail orientation
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· Personal effectiveness

· Flexibility
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