Employment Specialist 
Life University is accepting applications for an Employment Specialist who supports the mission, vision, and goals of Life University, and develops, implements and manages the hiring/selection and employment process for faculty, staff, and contracted positions.  The Employment Specialist coordinates with all University departments and hiring managers, adhering to the practices and principles of Lasting Purpose and the Service Standards. 
This position manages all aspects of the full-cycle HR hiring and selection process, conducts job analyses, coaches and counsels hiring managers and search groups to define recruitment criteria based on departmental and organizational needs.  The Employment Specialist will develop and/or identify tracking and assessment systems, and assist with developing and managing policies and procedures regarding competitive offers to candidates.  This person will work on long-range strategies, develop print and online materials, and maintain sourcing methodologies to develop a pool of qualified applicants for specific positions. 

The Employment Specialist will work directly with hiring managers and search groups, providing guidance and assistance as requested and as directed.  Strong interview and communication skills are essential. 
Required Qualifications: 

1. A Bachelor’s Degree in Human Resources or related field, or equivalent combination of education, training, certification, and experience. 

2. A minimum of two years experience in full-cycle hiring/selection process in a Human Resources department. 

Preferred Qualifications: 

1. A Bachelor’s Degree in Human Resources and five years of recruiting experience. 

2. PHR certification. 

3. Experience in a higher education setting within a Human Resources department. 
Life University is committed to diversity, and encourages the development of multicultural perspectives.  We are an Equal Opportunity Employer that encourages applications from women, ethnic minorities, and persons with disabilities.  Underrepresented minority and bilingual candidates are strongly encouraged to apply.

Life University is a certified drug-free workplace employer.  All applicants being considered for employment are required to submit to substance screening as a condition of employment.  

Qualified candidates should submit their resume and cover letter to hr@life.edu
