[Company Logo]   [Company Name]
JOB DESCRIPTION – TALENT ACQUISITION SPECIALIST
	Job Title:
	Talent Acquisition Specialist

	Department:
	Human Resources – Talent Acquisition

	Reports To:
	Head of Talent Acquisition

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	4–8 years in recruitment, including niche or lateral hiring

	Job Code:
	[Reference Number]



About [Company Name]
[Company Name] is [one-line description of your business, products/services and team size]. Office address: [Company Address].
Job Summary
The Talent Acquisition Specialist will design and execute hiring strategies for [Functions] at [Company Name], building proactive talent pipelines, strengthening the employer brand and using hiring data to improve speed, quality and cost of hire.
Key Responsibilities
1. Partner with leaders on quarterly hiring plans and role definitions
1. Develop sourcing strategies for niche and senior roles, including passive candidates
1. Build and nurture talent pools and alumni networks
1. Drive employer branding content on careers page and social channels
1. Design structured interview processes and train interview panels
1. Manage recruitment agencies, terms and performance
1. Track and report time to hire, cost per hire, source mix and quality of hire
1. Lead offer negotiation for senior roles within compensation bands
1. Improve candidate experience through timely communication and feedback
1. Coordinate campus and diversity hiring programmes
Required Skills
1. Advanced sourcing including LinkedIn Recruiter and Boolean search
1. Stakeholder consulting and influencing
1. Hiring analytics and reporting
1. Employer branding
1. Compensation benchmarking
Qualifications & Experience
1. MBA / PGDM (HR) or graduate with strong TA background
1. 4–8 years in talent acquisition
Preferred Skills (Good to Have)
1. Experience with ATS set-up
1. Diversity hiring programmes
1. Assessment tools knowledge
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Time to hire
	Under [Number] days
	Monthly

	Cost per hire
	Below ₹[Amount]
	Quarterly

	Direct sourcing share
	[Percentage]% of hires
	Quarterly

	90-day retention of hires
	[Percentage]%
	Quarterly



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Final offer will show the fixed and variable split and approximate in-hand salary.
Benefits
1. Provident Fund (EPF) and ESI as applicable, gratuity as per law
1. [Number] days of paid leave plus public holidays as per company policy
1. [Health insurance / group mediclaim cover]
1. Variable pay linked to hiring goals
How to Apply
Send your CV with two examples of difficult hires you closed and the sourcing approach used. Send your application to [HR Email] with the subject line "Application – Talent Acquisition Specialist – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].

	______________________________
Prepared by
[HR Name]
Human Resources
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Human Resources – Talent Acquisition
Date: [Date]
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