
 

 

Job Title: Recruiting Virtual Assistant Date: 

Job Description:  

Handle recruitment for various functions for the company; build, foster 

and manage a recruitment lifecycle process from sourcing to 

onboarding—includes screening, assessments, follow-ups and more 

 

Job Specific Skills, Traits & Responsibilities: 
 

1. Great communicator with excellent written, verbal and soft skills  

2. Impeccable attention to detail and able to multitask effectively  

3. Customer service and recruitment experience in a fast, corporate environment  

4. Have a stakeholder mentality and an initiative to finding a perfect talent match  

5. Exposure and experience with sourcing and applicant tracking systems 

6. Expertise in proactive multi-channel sourcing across various platforms for associated job 

roles and functions  

7. Tech-savvy and able to learn and be proficient with applications for VoIP, employee 

and/or lead CRM or database, and other platforms deemed necessary for recruitment 

 

Key Activities & Duties: 
 

1. Manage and/or support a full lifecycle recruitment process from talent identification to 

acquisition to new-hire onboarding  

2. Sourcing, screening, initial verification, and setting appointments for recruitment leads to 

fill available positions in the company 

3. Drive recruitment strategies for open positions at any and all levels  

4. Conduct phone screening, assessment interviews, candidate and client feedback process  

5. Guarantee that inbound and outbound calls are attended to immediately and any issues, 

concerns, questions or inquiries are forwarded or addressed in a timely manner  

6. Document inbound and outbound calls for pertinent use of Sales and/or Operations  

7. Perform follow-ups with clients and employees, may include:  

• Follow-ups to gather incomplete or missing data  

• Soliciting feedback from services rendered  

• Follow-ups for succeeding related service or appointments  

8. Lead, referral and circle prospecting for new clients and recruits 

9. Proactive sourcing of talent through multiple channels  

10. Coordinate necessary functions and schedules for clients and corresponding employees  

11. Other tasks like email communication, calendar management, scheduling appointments 

and general customer service  

  


