POSITION DESCRIPTION

Management Sciences for Health

Office of Human Resources Management (HRM)
TITLE:


Staffing Specialist, New Business Development
LOCATION:

Arlington, VA or Cambridge, MA
OVERALL RESPONSIBILITIES
The Staffing Specialist, New Business Development, sources, generates leads, identifies, screens, interviews and recommends candidates to be included in MSH proposals.  The Staffing Specialist may also perform full-cyle recruiting to fill positions for the Offices , as assigned.
SPECIFIC RESPONSIBILITIES
1.  Using innovative networking sources including employee referrals, the Specialist works with hiring managers in the U.S. and overseas to fill positions 
2. Identifies and recruits a pipeline of key personnel candidates by SWAT 2 and will serve as the Staffing Specialist for the live proposal to the extent possible

3. The Specialist conducts initial interviews to determine suitability of candidates and makes recommendations 
4. The Specialist also maintains an on-going relationship with candidates that may be best suited for future MSH open positions
5. When traveling, the Staffing Specialist helps obtain information regarding HR practices in the local market, and benefits and compensation offered by local organizations.

6. Prepares and keeps up-to-date a staffing matrix using designated templates
In addition, the Staffing Specialist, with support from the HR Partner as needed, New Business Development:
1. Drafts and posts job descriptions based on the agreed upon organizational chart; 

2. Reviews the qualifications of Chief of Party candidates in past procurements for that country to look for patterns/ precedents on the qualifications USAID is seeking.

3. Shortlists candidates for review by designated proposal team members; 

4. Prepares requisite letters of commitment, CVs,  bio-data forms, and certifications for personnel named in the proposal as appropriate  

5. Coordinates side meetings/conversations as follow up to daily huddles as necessary

QUALIFICATIONS
· Bachelor’s degree plus a minimum of five years demonstrated success supporting recruiting for employee groups of 500+ employees, preferably in international locations; AIRS Certification strongly preferred
· Solid recruiting, sourcing, research, and cold calling experience with wide variety of sourcing vehicles, including internet sourcing/advertising, direct sourcing, trade journal/newspaper advertising, employee referral campaigns, job fairs and outplacement firms. Hands on experience with applicant tracking systems.
· Significant knowledge of HR and recruiting functions, practices, and approaches
· A people person and strong collaborator with effective interpersonal communication skills who enjoys working across countries, cultures, and organizational units
· Demonstrated ability to work, manage, and meet competing deadlines
· Effective written and verbal communication skills required. Capable of managing conflict and conflicting views
· Willingness and ability to travel internationally and domestically 

· Proficiencies with Applicant Tracking Systems, MS Office Suite, and Human Resources Information Systems
Management Sciences for Health is an equal opportunity employer offering employment without regard to race, color, religion, sex, sexual orientation, age, national origin, citizenship, physical or mental handicap, or status as a disabled or Vietnam Era veteran of the U.S. Armed Forces.

To apply for this position, please submit a resume to https://jobs-msh.icims.com/jobs/4586/job or https://jobs-msh.icims.com/jobs/4587/job.  For more information about MSH, please visit our web site at www.msh.org.  If you cannot apply online or have difficulty doing so, please email an explanation of your problem to iRecruiterproblem@msh.org.

