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Company: Careernet Technologies Pvt Ltd

Location: United Kingdom

Category: business-and-financial-operations

Job Description:Recruitment Coordinator Hirepro Bangalore

Position:Recruitment Coordinator

Duration: 6MonthContract

Experience Level: 0.6 to 2Years

Location: Bangalore

RoleOverview:

Weare seeking a motivated and detailoriented Recruitment Coordinatorto join our team for

a 6month contract role. This position willprimarily focus on interview scheduling ensuring a

seamless andefficient recruitmentprocess.

KeyResponsibilities:

InterviewScheduling: Coordinate and schedule interviews between candidatesand

hiring managers ensuring alignment with availability and timezones.

Candidate Communication: Act as the mainpoint of contact for candidates regarding

interview logisticsproviding clear instructions and timelyupdates.

Calendar Management: Manageinterviewers calendars to schedule interviews ensuring
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allstakeholders are informed of any changes orupdates.

Candidate Experience: Ensure apositive candidate experience throughout the interview

process byproviding necessary information andsupport.

Documentation and Record Keeping:Maintain accurate records of interview schedules

feedback andcandidate status in the applicant trackingsystem.

Process Improvement: Identifyopportunities to streamline and optimize the interview

schedulingprocess to enhance efficiency andeffectiveness.

Requirements:

Bachelorsdegree in Human Resources Business Administration or related fieldpreferred.

Proven experience (0.6 to 2 years)in recruitment coordination with a focus on

interviewscheduling.

Excellent organizational and timemanagement skills with the ability to prioritize tasks

and meetdeadlines.

Strong communication skills bothverbal and written with a customer

serviceorientedapproach.

Proficiency in MS Office Suite andexperience with applicant tracking systems(ATS).

Ability to work independently andcollaboratively in a fastpacedenvironment.

Benefits:

Opportunityto gain handson experience in recruitment coordination within adynamic

organization.

Exposure to diverserecruitment processes andstrategies.

Competitive compensationpackage.



Potential for future opportunitiesbased on performance and businessneeds.

Email:

scheduling,calendars,interview,recruitment
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