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JOB TITLE:  Talent Acquisition Manager     
 

POSITION SUMMARY:  

Leads Talent Acquisition initiatives to attract and retain the highest quality candidates to support 

the college.  Sets the recruitment and selection strategy and ensures delivery and execution of 

hiring initiatives that are inclusive and equitable.  Works with Communications to effectively 

brand and market CC opportunities to attract a diverse applicant pool.   Works closely with HR 

managers and staff to facilitate onboarding, engaging employees in talent acquisition training, 

and leveraging technology for increasing effective and quality service. 

PRIMARY RESPONSIBILITIES:  

 Establish strategic partnerships with managers, department leaders, and department chairs 
to develop a thorough understanding of position needs and effectively design individualized 
and college-wide recruitment strategies, with a focus on enhancing diversity and inclusion 
within the college. Ensure compliance on applicable state and federal regulations regarding 
recruitment and employment practices. 

 Provide guidance to search committees on recruitment and selection processes and 
practices; manage the search process to ensure timely, effective, and equitable searches. 
Effectively utilize and assess print, social media, and other web resources to ensure vacant 
positions reach targeted talent pools with maximum return on investment.  Oversee 
accurate website content related to talent acquisition. 

 Design and implement effective pre-employment assessment strategies for identified 
positions and partner with hiring managers to successfully source candidates. Develop and 
maintain partnerships within the community to enhance the college’s recruitment efforts.  

 Consult with HR staff on salary offers for new hires based on assessment of market, internal 
equity, and the college’s compensation practices.  

 Working with the HRIS staff, design and analyze metrics appropriate to measure and 
improve the success of recruitment and selection efforts.  

 Oversee the background check process, analyze findings and offer employment 
recommendations.  Continually assess vendor selection and quality of services.   

 Manage and analyze use of the talent acquisition budget, making recommendations to the 
Director when applicable. 

 Maintain accurate and comprehensive recruitment files, using People Admin and physical 
files for application documents, candidate interview notes and reference checks.  

 Working with applicable HR staff, design and coordinate the college’s onboarding programs 
to ensure a thorough and quality introduction to the college for new employees. Design and 
implement effective metrics to determine the success of the college’s onboarding 
programs.  Provide analysis and propose process improvements as needed.  

 Work closely with department and division leaders to review, analyze, and implement 
reclassifications and reorganizations.  Work with HR leadership and College leadership to 
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streamline the request process for internal employment changes including, but not limited 
to, reclassifications, promotions, demotions, and reorganizations. 

 Effectively supervise talent acquisition staff. 

 Participate and/or lead special projects as requested by HR leadership, ensuring timely, 
thorough and accurate analysis and solution-focused recommendations for process 
improvement. 

 

REQUIRED QUALIFICATIONS:  

o Bachelor’s degree in human resources or related field and five years of experience leading 
talent acquisition processes;  

o Demonstrated success in the following areas: 
 Developing and executing successful recruitment strategies and interview techniques 

for candidates at all levels 
 Establishing partnerships that enhance recruitment efforts and diversity initiatives.  
 Providing interview skills training for managers 
 Developing and analyzing recruitment and retention metrics including EEO data 
 Using business application software, such as MS Office Suite, to generate professional 

documents and reports 
 Working with online application and recruitment tools 
 Developing and conducting effective onboarding programs.  
 Writing job descriptions and analyzing for classification purposes. 
 Providing leadership in implementing and maintaining a culture of performance 

excellence  
o Demonstrated ability in the following: 

 Taking initiative and working independently to determine strategies for accomplishing 
work objectives.  

 Thinking through complex problems and identifying solutions. 
 Continuously assessing program and process effectiveness, with a focus on continuous 

quality improvement. 
 Employing exceptional customer service and communication (written and verbal) skills 

and exhibiting a professional demeanor. 
 Establishing and maintaining effective working relationships with a diverse population at 

all organization levels. 
 Working with confidential information. 

 

FULL JOB DESCRIPTION AND ONLINE APPLICATION:  

https://employment.coloradocollege.edu/postings/3783 

Application Deadline is April 11, 2019 
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