Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Recruiter



DIVISION: Employment
JOB CODE:   210060



DEPARTMENT: Human Resources
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Vice President of Human Resources
SUMMARY:
To recruit, screen, interview and recommend to managers and supervisors the hiring of qualified candidates who, if employed, will effectively perform as CAST MEMBERS in delivering quality services to our GUESTS.  To  conduct reference checks, present offers of employment, and perform new employee processing.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Recruit, screen, interview and recommend to managers and supervisors the hiring of qualified candidates who, if employed, will effectively perform as CAST MEMBERS in delivering quality services to our GUESTS.

3.
Conducts reference checks, presents offers of employment, and performs new employee processing.

4.
Promotes a positive image and the goodwill of the company in all recruitment efforts.

5.
Conducts recruitment advertising: receives job orders/requisitions from managers and supervisors; writes job postings; posts, distributes and communicates job openings internally; places advertisements in local print or broadcast media. 

6.
Develops and submits various position papers and status reports on recruitment efforts to management.

7.
Assists in developing employment policies and procedures.

8.
Counsels managers and supervisors on how to interview candidates, and on how to comply with employment law as it relates to the interview process. 

9.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, state and federal laws and regulations, and company policies and procedures.

10.
Complies with established security policies and procedures.

11.
Acts to fill position openings efficiently and promptly.

12.
Maintains a general awareness of company-wide recruitment and employment needs, trends, inequities and program successes.  Keeps supervisor informed of any concerns.

13.
Performs other duties, including special projects, as needed and directed.

JOB CODE:   210060
DATE CREATED/REVISED: June 1994


JOB TITLE:  Recruiter


QUALIFICATION REQUIREMENTS: Demonstrated experience in Human Resources   conducting recruitment.  Demonstrated knowledge of employment law.  Demonstrated experience listening and evaluating, persuading and negotiating.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE: Bachelor's Degree in Human Resources Administration is preferred with course work in business, employment law, psychology and management also desired; or the equivalent in education and experience.  Three (3) or more years of recent and related recruitment experience.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  A valid Colorado Driver's License.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of employment law including the Federal Labor Standards Act (FLSA), Equal Employment Opportunity (EEO) and Title VII, Equal Pay Act (EPA), and the Americans with Disability Act (ADA).

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork or using a computer; and occasional kneeling, squatting, bending, walking and crouching/stooping in order perform duties.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a standard work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment, which includes routine travel by car or bus to casinos which contain loud, smoke-filled environment.  Occasional outside travel to or from multiple work locations.

MATERIALS AND EQUIPMENT DIRECTLY USED:  General office supplies and equipment, including telephones, pagers, photocopiers, calculators, computers, staplers and tape.

Prepared by: 
______________________    Date: _______________________

