
 
 

Recruitment Coordinator 
 
Position posting number: 2210206 
Posting date: October 12, 2022 
Rate of Pay: Reference Non-Union 
Schedule: Full Time Assignment 
Location: Walkerton  

South Bruce Grey Health Centre is currently accepting applications for a Full Time Recruitment 

Coordinator to join our team.  

POSITION SUMMARY 

Reporting to the Director, Human Resources, the Recruitment Coordinator is responsible for the full 
recruitment cycle for front line health human resources staff, which includes working with hiring 
managers to track vacancies, posting positions, screening resumes, coordinating interviews, 
interviewing, making candidate selection recommendations to the hiring manager, preparing offer 
letters and onboarding packages, onboarding, and post-hire follow up. The Recruitment Coordinator will 
provide support to the hiring manager, Human Resources Generalist and/or Director, Human Resources 
to coordinate interviews for non-union and management positions.   
 
Major and/or key elements: 
 Respond to recruitment inquiries from hiring managers and potential applicants 
 Work with hiring managers to define necessary requirements for open positions 
 Arrange for, in consultation with hiring managers, the advertising of positions through various media 

streams 
 Screen resumes in a manner that is consistent with hospital policy 
 Schedule interviews, administer or coordinate the administration of assessment tests 
 Participate as part of the interview panel as required 
 Conduct reference checks 
 Coordinate recruitment efforts from partnered Agency staff 
 Assist in the planning of, and, participate in recruitment efforts and job fairs as required 
 Maintain recruitment files, statistics, reporting and follow up systems 
 Prepare offer letters from existing templates, along with new hire packages 
 Liaise with human resources team, IT, schedulers and hiring manager to ensure smooth onboarding 

process for new hire.  Perform all onboarding tasks. 
 Provide post-hire follow up support to new staff 
 Administer internal employee transfers utilizing– knowledge of collective agreements  
 Maintain strict confidentiality and perform tasks in a manner that is consistent with human 

resources best practices 
 Research and recommend new sourcing tools and techniques 
 Sourcing passive candidates and follow up as necessary 
 Assist with other human resources duties and projects as assigned 
 
Applicants must meet the following criteria: 
 2-year College Diploma in a Social Science, Human Resources or equivalent program(s) or an 

equivalent combination of education and Recruitment experience; 
 Minimum 2 years of experience in a recruitment or related environment 
 Prior work experience in a unionized environment an asset 
 Proficiency in Microsoft Office Suite 
 Proven ability to work well under pressure in a deadline oriented environment, while managing 

multiple priorities 
 Excellent problem-solving, time-management and organizational skills 
 Excellent client-service orientation with the ability to effectively perform the recruitment challenge 

function 
 Attention to detail 
 Ability to work with minimal supervision  
 Excellent interpersonal and communication skills 

Note:  As a condition of employment, you are required to submit proof of COVID-19 vaccination to the 
Hospital's Occupational Health and Safety department. Successful candidates will be required to submit 
proof of COVID-19 vaccination (two doses) from the Ontario Ministry of Health website or other 



 
 
authorized source directly to the Occupational Health and Safety department. In the event that you are 
unable to be vaccinated as a result of a ground protected under the Human Rights Code, you may 
submit a written explanation of the ground and any supporting documentation to determine if you are 
exempt from this requirement to the recruitment team. 
 
To be considered for this position please submit resumes to Human Resources by email to 
postings@sbghc.on.ca clearly indicating the posting number noted above.  
 
SBGHC is an equal opportunity employer. We thank all applicants, however, only those selected for an 
interview will be contacted. SBGHC will provide reasonable accommodation in compliance with AODA 
when notified by a candidate that accommodation due to a disability is required for the interview 
process. 


