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Jo Turner | HR Recruitment Assistant 

Location: xxxxxxxxxxxxx 
Telephone: xxxxxxxxxxxxx 

Email: xxxxxxxxxxxxxx 

Professional Profile 

‘A highly competent and consummate HR Professional with a sterling 14+ years assisting in the management 
of all recruitment processes from applicant submissions to new starter administration, whilst also offering 

advice and simplifying complex issues for managers and staff.’  

Vigilant in ensuring all protocols pertaining to legislation, industry regulations and best practice are adhered to, I 
provide guidance on JDs and advertisements, process application forms, coordinate shortlisting and interviews 
then induct and verify credentials of those selected, completing all associated administrative functions. 

Core Skills 

• CIPD CPP Qualified 
• Recruitment & Selection Protocols 
• Employment Legislation & Best Practice 
• Induction & Pre-employment Checks 

• Personable & Professional Communications 
• Identifying Discrimination  
• Exceptionally Well Organised 
• HR Software & Infrastructure Systems 

Career Summary 
Apr 2001 – Oct 2016  Company 
    HR Recruitment Assistant 

Engaged to provide critical support and undertake complete responsibility for vacancies in nursing, admin 
support and senior management, providing a streamlined service and ensuring complete compliance with 
requisite legislation and NHS standards. 

Key Responsibilities 
• Acted as a trusted advisor for managers seeking to fill vacancies, proofreading adverts and job 

descriptions to ensure no discriminatory statements are used and explaining the requisite procedures. 
• Liaised with approved agencies for vacancies to be promoted externally, providing details of costs and 

print options to department managers and advising on the optimum choice. 
• Uploaded adverts to NHS & Trust jobsites whereby interested individuals could access application forms, 

job descriptions and person specs. 
• Collected and collated all application forms and credentials pertinent to the R&S process, including proof 

of ID, references, health questionnaires and work permits/visas, via the online recruitment portal. 
• Meticulously scheduled shortlisting and interview dates with recruiting managers in accordance with 

prescribed timelines, inviting candidates to book a slot online or by telephone. 
• Notified those who were both successful and unsuccessful, performing pre-employment checks, including 

DBS applications and supporting id. 
• Audited all files pertaining to new starters and arranged attendance at inductions days, which comprised 

individual meetings to obtain bank details and collect signed contracts. 
• Alerted managers on issues that would affect compliance with legislation and NHS regulations, thereby 

safeguarding the Trust and its patients: 
o Gaps in training and refreshers for mandatory courses required; 
o Professional reregistration expiration dates;  
o Work permit/visa renewals. 

• Maintained open channels of communications with all parties by email, telephone and the TRAC application 
management system, following up on any outstanding responses and keeping managers abreast of progress. 

• Performed all R&S administration, maintaining and updating the employee database, and preparing a 
variety of correspondence. 

• Ensured accessibility across all stages of the R&S process from inclusivity in the advertisements to 
catering for wheelchair users at interview. 

• Acted as an ambassador for the Trust & NHS; participated in career fairs and open days engaging and 
encouraging job seekers to select NHS as their employer of choice. 
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Key Project 
• Handpicked to lead a highly significant recruitment campaign for the Corporate Department to swiftly 

engage senior management and clinical heads en masse within the tightest of timeframes and with zero 
margins for error; successfully managed end-to-end operations in attracting, shortlisting and presenting 
for interview the finest and most qualified personnel. 

 
1990 – 2000    Company     Recruitment Assistant  
Prior roles comprised a variety of temporary positions. 

Education & Qualifications 
 CIPD Certificate in Personnel Practice (CPP) 
 9 GCSEs including English and Mathematics  

Attendance on a range of short courses, including Customer Service, Medical Governance, H&S, Fire Safety 
and Telephone Skills 

References Available on Request 
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