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JOB DESCRIPTION 

	Job Details

	Job Title:
	Recruitment Onboarding Coordinator

	Team/Department:
	HR Services 

	Reports to:
	HR Services Manager/Recruitment and Onboarding Manager
	Location:
	Home based with travel as required

	Appointment period:
	Permanent
	Hours
	30



	Job Purpose

	To lead and coordinate the onboarding and pre‑employment checking process for new starters, ensuring all required checks are completed, evidenced and recorded in line with safer recruitment requirements, safeguarding responsibilities and regulatory expectations.
The role acts as a compliance and safeguarding gatekeeper, responsible for identifying risks, escalating concerns and ensuring that no individual starts work until all mandatory checks are complete and any identified risks have been appropriately assessed and signed off by senior managers.
This role works closely with Recruitment Partners, Hiring Managers, Learning and Development and other internal teams to ensure a safe, compliant and well‑coordinated transition from offer to start.




	Main Duties & Responsibilities

	Onboarding & Pre‑employment Compliance
· Coordinate and complete all pre‑employment checks, including: 
· Right to Work
· DBS (including correct level and Update Service where applicable)
· References and employment history verification
· Identity checks and name change evidence
· Qualifications, driving checks and role‑specific requirements
· Ensure original documentation is seen where required and accurately recorded.
· Maintain a clear “ready to start” decision point, confirming when new starters are compliant to begin work.
· Ensure start dates are not confirmed until all required checks have been satisfactorily completed and recorded.
· Exercise professional judgement to pause onboarding activity where concerns arise, pending further clarification, escalation or senior sign‑off.


Safeguarding, Risk Identification & Escalation
· Review each onboarding case holistically to identify potential risks, concerns or anomalies, including (but not limited to): 
· DBS disclosures or inconsistencies
· Incomplete, unclear or concerning references
· Gaps or discrepancies in employment history
· Right to Work or identity concerns
· Any information that may indicate a safeguarding or suitability risk
· Apply professional judgement to determine when a case requires escalation beyond standard onboarding checks.
· Proactively raise identified flags or risks with the Recruitment Manager and the relevant Registered Service Manager (RSM).
· Support the completion of formal risk assessments by: 
· Clearly summarising the concern
· Providing relevant evidence and context
· Ensuring decisions and rationale are documented
· Ensure final sign‑off and risk‑based decisions are obtained from the appropriate senior manager before confirming clearance to start.
· Maintain clear, accurate and defensible records of all escalations, decisions and outcomes for audit and inspection purposes.
· The role is responsible for identifying, documenting and escalating risk; final decisions rest with the appropriate senior manager.
Stakeholder & Candidate Communication
· Act as the main point of contact for candidates during the onboarding phase.
· Work closely with Recruitment Partners to receive accurate and timely handovers following offer acceptance.
· Liaise with Hiring Managers to: 
· Chase outstanding information
· Clarify role‑specific onboarding requirements
· Support completion of risk assessments and sign‑off processes
· Communicate clearly and professionally where onboarding is delayed due to compliance or safeguarding requirements.
· Where onboarding cannot be successfully completed and an offer is withdrawn, inform candidates in a timely, professional and sensitive manner, ensuring: 
· Communication is clear, factual and appropriate
· The decision is confirmed as having been taken following appropriate internal review and sign‑off
· All correspondence is accurately documented on the individual’s record


Cross‑Team Handover, Coordination & Day One Readiness
· Ensure a smooth and timely handover to internal teams once onboarding clearance is confirmed.
· Notify Learning & Development of confirmed starters to enable: 
· Induction scheduling
· Mandatory training arrangements
· Role‑specific learning requirements
· Coordinate with relevant teams (e.g. IT, systems, facilities) to ensure: 
· System access is requested and set up
· Equipment and resources are arranged where applicable
· Key information is shared ahead of the individual’s start date
· Act as a central point of coordination to reduce onboarding failures and ensure new starters are fully prepared for day one.
· Maintain clear records of notifications and handovers to support audit, accountability and inspection readiness.
Systems, Records, Data Protection & Confidentiality
· Maintain accurate and complete onboarding records within Eploy, PeopleHR and associated trackers.
· Ensure all documentation is correctly uploaded, labelled and stored in line with data protection, confidentiality and audit requirements.
· Handle personal, sensitive and safeguarding‑related information lawfully and securely, sharing information strictly on a need‑to‑know basis.
· Support internal audits, compliance reviews and external inspections (including Ofsted), ensuring records are inspection‑ready at all times.
Process Improvement, Teamworking & Flexibility
· Contribute to the ongoing development and improvement of onboarding processes, templates and guidance.
· Work collaboratively as part of the Recruitment and Onboarding team, flexibly supporting colleagues and covering workloads during periods of increased demand, absence or peak activity.
· Where required, provide occasional support to recruitment activity, such as administrative tasks or coordination, to ensure continuity of service across the team.
· Maintain clear accountability for onboarding compliance at all times, even when supporting wider team activity.




The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of the responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

	Person Specification

	Essential
· Experience in recruitment onboarding, HR administration or compliance‑focused roles
· Strong working knowledge of pre‑employment checks (DBS, Right to Work, references)
· Excellent attention to detail and record‑keeping skills
· Confidence to challenge incomplete or inadequate information
· Ability to manage multiple onboarding cases simultaneously
Desirable
· Experience working in a regulated or safeguarding‑focused environment
· Knowledge of safer recruitment principles
· Experience using HR systems such as Eploy and PeopleHR
Personal Attributes
· Highly organised and methodical
· Calm, professional and persistent when chasing information
· Comfortable acting as a compliance and safeguarding gatekeeper
· Strong sense of accountability and professional curiosity
· Approachable and supportive with candidates and managers





This table lists the essential and desirable requirements needed in order to perform the job effectively.   Candidates will be shortlisted based on the extent to which they meet these requirements.

	
	Requirements
	Essential / Desirable

	Qualifications
	Business Administration Level 3 NVQ or equivalent
	D

	Experience
	Experience in recruitment onboarding, HR administration or compliance‑focused roles
	E

	
	Working knowledge of pre‑employment checks (DBS, Right to Work, references)

	E

	
	Ability to exercise high level of attention to detail on accuracy of work produced
	E

	
	Knowledge of safer recruitment practices
	D

	
	Strong IT skills, skilled in using Microsoft Word and Excel packages
	E

	
	Strong customer service skills
	E

	
	Experience and/or knowledge in a similar industry
	D

	
	Ability to work with a range of stakeholders (hiring managers, candidates, HR colleagues, as part of a HR team) and deliver a high quality, customer focussed recruitment and onboarding service
	E

	Competencies
	Excellent organisational skills including ability to manage time and prioritise effectively
	E

	
	Curious minded, constantly looking for ways to improve processes and safer recruitment practices
	E

	
	Able to work independently and on own initiative within specified guidelines or processes
	E

	
	Able to work appropriately with confidential and sensitive information.
	E

	
	Full UK Driving Licence and access to a vehicle
	E

	Other
	Satisfactory DBS clearance (Basic)
	

	
	
	



Essential/Desirable: 
E = Essential
D = Desirable 

Essential requirements are those, without which, the post holder would not be able to fulfil the responsibilities of the role.

Desirable requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

This post will be subject to a satisfactory Criminal Record Check from the Disclosure and Barring Service (England & Wales). If you require further information regarding this check, please contact careers@bedspace.co.uk
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