
UNIVERSITY OF SOUTHERN CALIFORNIA

Talent Acquisition Coordinator

Job Code: 117161

OT Eligible:

Comp Approval:

Serves as a talent acquisition resource for university HR teams and candidates. Coordinates job 
search assistance and maintains prospective candidate pools for special programs including 
return-to-work, veterans, and displaced employees. Leads efforts pertaining to career fair 
attendance, performing audience/population research, and developing marketing collateral. Serves 
as a key contributor for training administration, including content development and scheduling. 
Assists in all areas of talent acquisition operations including building candidate pipelines, 
coordinating communications, tracking budget expenses, completing regulatory compliance 
reports, and working closely with third-party vendors. Provides comprehensive support for the 
implementation and administration of talent acquisition program initiatives.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

10/18/2018

______ Fields inquiries from university employees regarding talent acquisition processes, 
serving as a talent acquisition resource for university HR teams and prospective 
candidates. Establishes partnerships with field Human Resources partners, hiring 
managers and others to provide guidance in all areas of recruitment practices 
including planning and coordination of training, career fair attendance, candidate 
care, succession planning, employee onboarding, and employer branding.

______

______ Coordinates job search assistance and maintains prospective candidate pools for 
special programs including return-to-work, veterans and displaced employees. 
Supports recruitment services such as market research, job announcement 
development, resume building, and candidate sourcing.

______

______ Leads efforts related to career fair attendance, performing audience/population 
research and developing collateral. Promotes the university at a variety of 
recruitment functions such as career fairs and events, engaging with potential 
candidates regarding the application process and highlighting the benefits of 
working at the university.

______

______ Serves as a key contributor for training administration, including content 
development and planning, room scheduling, and attendee coordination. Conducts 
evaluations, and collects and analyzes data after each training and/or event to plan 
appropriately for future training and/or events.

______

______ Assists with daily operations including calendar scheduling, invoicing, drafting 
communication, building candidate pipeline, maintaining website, and providing 
support for applicant tracking system. Tracks budget expenditures and reconciles 
budget for various projects. Provides historical data and financial status reports as 
requested.

______

______ Works with third-party vendors to manage usage reports, contract updates, and 
payment processing. Conducts user assistance and training, credentialing support, 
and troubleshooting for talent acquisition systems. Researches new vendor 
partners and maintains vendor relationships.

______
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______ Supports the development of talent acquisition programs, including researching 
external best practices, and implementation of talent acquisition policies, 
processes, and procedures. Conducts research to audit various talent acquisition 
practices and policies. Generates talent acquisition compliance reports. Adheres to 
compliance with federal, state and local regulations.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

4 years

Preferred Education:

Master's degree

Combined experience/education as substitute for minimum education

Preferred Experience:

2 years

Minimum Field of Expertise:

Demonstrated experience in recruitment and working knowledge of higher education hiring 
policies, procedures, and applicable laws and regulations. Experience building working 
relationships in support of recruiters, other partners, and overall talent acquisition 
operations and programs. Proven ability to learn quickly and undertake a wide range of 
responsibilities. Demonstrated interpersonal, organizational, communication and 
presentation skills.

Preferred Field of Expertise:

Thorough knowledge of recruitment services and employment laws, practices and 
principles. Working knowledge of Workday or similar HR systems. Demonstrated 
experience reading detailed reports and/or editing contract language, and financial acumen 
to assist with budget tracking. Proficiency in Adobe Illustrator, Photoshop or similar 
software. Familiarity with the hiring needs and practices of a major research university. 
Experience with recruitment advertising, sourcing practices, full-cycle recruitment, 
employee onboarding, and employer branding.
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Skills:  Other:

Communication -- written and oral skills

Human resource process and employment knowledge

Interviewing

Organization

Planning

Project management

Supervises:  Level:

May oversee student, temporary and/or casual workers.

Comments:

May require limited travel.


