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Classification Specification
	

	
	3308100

	
	NURSE RECRUITER



Class Summary

The responsibilities of this classification include working with nursing leadership and with schools of nursing in the development and administration of strategic initiatives that result in increased qualified nurse staffing.  Incumbents in this position are responsible for planning, implementing, directing and evaluating all activities related to recruiting for and filling nursing vacancies throughout Public Health Seattle & King County and for maintaining the integrity of all employment policies and procedures in a manner that supports Public Health’s mission, vision and values.  

Distinguishing Characteristics
This is a single level classification.  Nurse Recruiters are responsible for overseeing advertisement, recruitment, selection and retention of nursing personnel, ensuring all applicants meet position qualifications and are appropriately licensed, credentialed and skilled in assigned area/specialty.  Under minimal supervision, the Nurse Recruiter develops/maintains systems to manage nurse recruitment, including competency evaluation of nursing applicants and tracking applicants and position vacancies. 

This classification is distinguished from all Nursing classifications in Public Health in that the incumbent’s primary responsibility is recruiting nurses at all levels and focus on nursing workforce management activities which include serving as a consultant to Public Health supervisors and managers and working with schools of nursing and other community groups to promote recruitment and retention of a qualified nursing workforce for King County.  

Examples of Duties (May vary by position)
1. Review all nursing applications for completeness and accuracy; ensuring applicants meet minimum qualifications, including licensure, of advertised position; review nursing school transcripts and training to determine equivalency to National League of Nursing (NLN) accreditation.  

2. Provide technical consultation to hiring supervisors and managers to review and update nursing position description questionnaires and job announcements; provide orientation, training and education to applicants and department staff regarding Public Health nursing and nurse practice. Technical consultations must comply with labor agreements, HR related laws, and County policies.

3. Plan, implement, monitor and evaluate nursing recruitment activities; assist in the preparation of exams for screening job applicants; participate in nursing selection by writing interview questions and conducting interviews; advise applicants of employment and training opportunities; conduct program evaluation to determine if staffing goals and objectives are being met.

4. Work with payroll, King County Human Resources Labor Relations staff and Public Health Human Resources to ensure proper maintenance and distribution of represented employee seniority lists, coordination and management of budget changes that impact nursing staff (including the coordination of required collective bargaining agreement application to the process) and the use of Public Health Human Resources tools such as the web based hiring system and work force database.  

5. Participate in job fairs, seminars, conferences, employment/career associations and other networking events to increase the visibility of PHSKC; make presentations at Community events and schools; identify and facilitate advertising and marketing of PHSKC nursing career opportunities; research recruiting techniques and options utilizing the web, print and broadcast media.

6. Work with schools of nursing to plan and implement nursing student internships and other projects that will educate and inform nursing students regarding opportunities in Public Health.

7. Assist Chief of Nursing and Assistant Chief of Nursing in review and approval of initial step placements, charge nurse assignments and out of class nursing assignments; make recommendations for updating classification specifications and job announcements to meet Public Health standards, Washington State Nurses Contract and Department policies; participate in developing alternative job opportunities and promotional planning efforts to support retention efforts.

8. Monitor Nursing position vacancies to ensure positions are submitted for hiring promptly when they become vacant; oversee and document stages of the hiring process that include licensure verification and initial assessment of competence and recruitment activities. 

9. Support the retention of Nurses in Public Health by providing information regarding promotional opportunities and addressing transfer requests; work with Public Health Human Resources staff to coordinate bumping, transfer and other collective bargaining agreement and Work Force Management Plan options pertaining to budget changes with the impacted employee, union and the County.

10. Perform other duties as assigned.

Knowledge/Skills
Advanced knowledge of standards of practice, nursing process and principles in public health

Advanced knowledge of nursing theory and clinical practice/specialty areas and familiarity with the qualifications and certifications needed/required

Advanced knowledge of needs assessment process at a systems level

Knowledge of Washington State law relating to nursing care (WAC 18.79) and federal health care regulations

Knowledge of employment law and King County policies/procedures and demonstrated commitment to equal opportunity and diversity outreach efforts

Knowledge of management techniques and office procedures and practices

Knowledge of community, professional and education resources

Advanced critical and analytical thinking skills; conflict resolution skills

Excellent (oral and written) communications skills including presentation and facilitation skills

Ability to work effectively, both independently and as a team member

Demonstrated client service orientation with the ability to work with diverse individuals with varying opinions and to work on a number of tasks simultaneously with changing priorities

Skill using resume/applicant tracking systems or database software, Internet searches/resources, and Microsoft office products including Excel and Word

Licensing/Certification Requirements

Current Washington State Registered Nurse license.
Bachelor’s degree in Nursing Science from a school of nursing accredited by the National League of Nursing or the equivalent. 

Washington State Driver’s License or the ability to provide transportation to work locations with limited or no public transportation (some positions).  

Offers for employment in this classification are contingent upon successful completion of a background check.  
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
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