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Job Description

Job title | Talent Officer
Department | Talent and Development
Grade | 6

Job purpose (a
brief summary
of the role)

To support the development and implementation of university wide talent acquisition,

talent management and talent development. This includes the development and
implementation of socially inclusive approaches to talent acquisition, succession planning,
promotion, progression, retention and leavers, as well as talent development initiatives. These
initiatives include identifying development needs, designing and delivering programmes,
and/or commissioning external provision to build organisational capability and bench
strength, which enhance the employee experience and the University of Warwick employer
proposition.

Duties and
responsibilities

Talent Acquisition:

e Develop the existing approaches to talent acquisition (encompassing
attraction, selection and appointment) for the University, considering socially inclusive
recruitment practices to improve reach and develop a more diverse pool of candidates.

e Collaborate with the Recruitment team to deliver an innovative and inclusive approach
to recruitment, attracting diverse and quality candidates to the University and an
exceptional candidate experience.

e Lead activities to define, develop, and communicate the University’s EVP, ensuring it
reflects the culture, benefits, and opportunities available.

e  Work with stakeholders to integrate the EVP proposition into recruitment campaigns
and internal communications.

e  Work with key stakeholders both in the People team and wider University to
deliver initiatives to improve candidate and customer experience.

e Manage relationships with suppliers, as necessary.

e To report on diversity and inclusion statistics/data relating to talent attraction and to
develop initiatives to add balance.

Talent Management and Development:
Succession Planning, Promotion, Progression, Retention, Leavers

e Provide input and expertise on to how to manage candidate communities as an
element of managing talent pipelines.

e To work with the Academic Processes team to ensure alighment with established
processes for Academic staff.

e Advise on and develop the creation and implementation of a new process for capturing
and analysing leaver information/ data.

e To carry out analysis to identify staff retention issues, trends and insights and
recommend mechanisms for improvement. This analysis will feed into the Reward and
Recognition strategy and diversity and inclusion plans (inc. Social Inclusion Plan,
Athena SWAN and RACE Equality Chartermark submissions).




e To work with managers and leaders to identify talent development needs, and to
design, deliver and/or commission development programmes and initiatives that
support progression, career development and succession pipelines.

Project Management and Process Improvement:

e To manage projects with the aim of change and improvement across both talent
management talent acquisition. Some projects may involve other departments and
require a collective link to make progress. Relationship management skills and
communication skills are key.

e To map processes, analyse and remodel across both talent management and talent
acquisition.

The role holder will also be required to support or lead in other areas of the Talent and
Development team when required, and undertake any other duties or responsibilities
as required commensurate with the grade of the post of Talent Officer.




Person Specification

The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications
required to undertake the role effectively. This is measured by (a) Application Form, (b) Test/Exercise, (c)
Interview, (d) Presentation.

Essential Essential Criterion Description Measured by
Criterion No.

E1l Experience of working on projects and wide thinking to consider change as part A&C
of a system, researching and assessing options widely and recommending and
implementing new processes/approaches.

E2 Experience of identifying learning and development needs, and of AC&D
designing, delivering or commissioning talent development programmes or
initiatives.

E3 Knowledge of talent management and/or talent acquisition processes. AC&D

E4 Excellent interpersonal and communication skills with the ability to influence A&C
and persuade a wide range of people.

ES Proactive approach to issues and problems, strong customer and continuous A&C
improvement focused.

E6 Strong written communication skills, with the ability to write papers for senior AC&D
management and to develop organisation-wide communications.

E7 Ability to build relationships, based on trust and confidence, with managers and A&C
employees at all levels to foster an environment of co-operation and
collaboration.

E8 Ability to interpret and analyse data, provide insights and present information AC&D
in a professional format.

E9 IT skills, including Microsoft Office, People Information Systems, Internet and e- A&C
mail.

E10 Ability to work in a team, sharing and demonstrating ideas of good practice and A&C
give professional guidance to departmental support staff.

E11 Demonstrable commitment to university values. C

E12 Commitment to CPD. A

Desirable Desirable Criterion Description Measured by
Criterion No.

D1 Experience of working within Higher Education and/or a unionised A
environment.

D2 Experience of evaluating the impact of learning and development initiatives. A




