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AMERICAN INSTITUTES FOR RESEARCH



Recruiting Project Associate-6702
Overview:

The American Institutes for Research (AIR) is one of the largest behavioral and social science research organizations in the world. AIR’s primary strength as a human capital, mission-driven organization is in its people.  The recruiting function at AIR is highly strategic and is fundamental to the success of the organization.  We are currently seeking a Recruitment Project Associate to coordinate strategic initiatives designed to enhance AIR’s ability to attract and hire the top talent in our fields of expertise.  This is an excellent opportunity for an ambitious individual seeking impact and growth in an HR career.
Responsibilities:

This position supports the AIR Recruiting Team in the delivery and coordination of strategic recruitment and human resources initiatives to AIR Programs and staff.

ESSENTIAL JOB FUNCTIONS: 

•Conducts research recruiting to include sourcing activities through the internet and resume databanks. 

•Prepares recruitment related reports and provides data analysis of the information to the HR leadership team.  

•Researches and coordinates conference and career fair registrations, advertising and calendar of events to enhance branding efforts.

•Coordinates and plays a central role working on Recruitment projects such as referral programs, campus recruiting and similar.

•Provide support for Applicant Tracking System (ATS) including researching and resolving issues, and making suggestions to optimize performance of ATS and recruitment team.

•Completes other special projects and administrative responsibilities as assigned.
Qualifications:

•Bachelor's Degree or equivalent in Business, Human Resources or a Social Science required. 

•2+ years progressively responsible experience in the HR field.

•Demonstrated experience or interest in an HR career, including technologies that may be used to support HR operations.  Experience with Applicant Tracking Systems, specifically iCIMS, preferred.   

•Operates with considerable independence and initiative in performing human resources duties.

•Demonstrated proficiency with Microsoft Word and Excel. Willingness and ability to learn new software programs.

•Excellent ability to communicate verbally in a professional manner.

•High level of maturity and ability to deal in confidence with sensitive personnel information.

•Strong organizational skills to establish and maintain efficient systems.

•Excellent organizational and planning skills as evidenced by the ability to meet quality standards under strict deadlines.

•Flexibility to handle changing priorities.

•Team orientation and flexible attitude toward duties and responsibilities.
To Apply: 
AIR offers an excellent compensation and benefits package, including a fully funded retirement plan, generous paid time off, subsidized garage parking, tuition assistance, and more.  For more information, please visit our website at www.air.org.  
To apply, please go to:  https://jobs-airdc.icims.com/jobs/6702/job

  

