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Chicago Family Health Center 

Job Description 

Job Title:    Recruiter/Talent Acquisition 

Department:   Human Resources 

Reports to:   Sr. Director of Human Resources 

FLSA Status:   Non-exempt 

Union Classification:  Non Union 

POSITION SUMMARY: 

The Recruiter/Talent Acquisition position is designated to provide full lifecycle recruitment in support of CFHC’s business 

operations by partnering closely with the clinical and dental hiring managers.  Our goal is to ensure a smooth, efficient 

and timely recruiting process so that we are effectively identifying and hiring the qualified talent we need to achieve our 

care goals to our patients and communities we serve.  

KEY RESPONSIBILITIES: 

 Owner of full cycle recruitment process – from initial candidate contact to onboarding, facilitation of new hire 

orientation and follow up at 90 day probationary period with new hires 

 Coordinate all aspects of recruiting including posting and advertising job openings, track metrics on posting 

sources to inform future use of advertising dollars and posting practices. 

 Identify initial slates of qualified candidates through coordinated research activities 

 Communicate qualities of candidates to business leaders 

 Conduct and summarize candidate references 

 Partner with HR/Credentialing team to ensure appropriate compliance with credentialing/privileging process 

 Develop standard behavioral interview questions and forms for management, supervisor, and front line 

positions. 

 Conduct telephone pre screening interviews and in-person interviews, using professional judgment and 

discretion, making decisions on most qualified candidates to forward to hiring manager.  

 Develop an applicant tracking system for all applicants, candidates and hires.  Assist in implementation of 

ATS/job posting system (to alleviate unnecessary paperwork) automate requisition process.  Create and run 

recruitment reports such as open requisition summaries, turnover, time to fill, expenses, etc.  

 Attend job fairs, networking events, and other venues of identifying and attracting top talent to increase CFHC’s 

brand and employer presence.  

 Use social media to identify passive candidates.  Assist Sr. Director of HR in developing a social media presence 

and strategy for talent acquisition.  

 Ensure thorough and complete reference checks on completed on final candidates.  
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 Ensure pre-employment background checks are conducted on final candidates.  

 Ensure all federal and state documentation/paperwork requirements are fulfilled.    

 Conduct new hire orientation  

 Complete all data entry for new hires in timely and accurate manner.  

EDUCATION/EXPERIENCE: REQUIREMENTS:  

 Bachelors degree or appropriate recruitment work experience 

 Bilingual skills highly preferred 

 Excellent customer service, communication skills (interpersonal, written and presentation).  Must have the 

ability to assess, persuade and negotiate with candidates and internal business customers.  

 Ability to work independently and understand/carry out detailed instructions 

 Solid understanding and knowledge of policies, procedures, federal/state legislation as it impacts employment 

law and general HR administration 

 Strong analytical skills to design and maintain databases 

 Ability to work as a team player    

PHYSICAL/MENTAL DEMANDS: Requires sitting and standing associated with a normal office environment.  Some 

bending and stretching required.  Manual dexterity using calculator and computer keyboard.  

ENVIRONMENTAL/WORKING CONDITIONS:  Normal office environment.  Occasional evening or weekend work is 

necessary.  Travel to all CFHC locations will be required.  

SUPPLEMENTAL INFORMATION:  The statements in this job description are intended to describe the essential 

functions, skills and work required to be performed by employees assigned to this job at the time this description was 

issued as well as other information.  They are not intended to be an exhaustive list of responsibilities, duties and skills 

required of personnel so classified, and requirements and assignments are subject to change by CFHC.  Work schedules 

and/or location may vary, depending upon the scheduling needs of the department.  May be required to attend meetings 

at other locations and requiring travel outside of normal work hours.  Any changes in work schedule and/or location will be 

implemented in accordance with Center policy.  

DISCLAIMER:  Duties and responsibilities may be added, deleted or changed at the discretion of management.   

 

Print Name: ________________________________________________________________________________ 

Employee Signature:_______________________________  Date: ___________________________  

 


