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FNSBSD JOB DESCRIPTION 

Job Title: Recruiting and Staffing Coordinator 

Supervisor: Executive Director of Human Resources Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 6 
 
Job Summary 
The recruiting and staffing coordinator coordinates the recruitment and selection of 
administrative, certified, and support staff personnel; ensures equity, excellence, and 
compliance throughout the recruiting process.  
 
Essential Job Functions 
Collaborates with administrators and supervisors to recruit, select, and hire qualified applicants 
into administrative, teaching, and supporting services positions, ensuring compliance with 
district, state, and/or federal requirements.  
 
Recruits for well-qualified candidates from a variety of sources, to include screening applications 
and filling the staffing needs within the defined service and performance criteria. Provides 
training and support to hiring managers regarding screening and interviewing procedures.  
 
Projects future staffing and hiring needs and addresses staffing concerns that occur within the 
district; conducts ongoing analyses of recruitment and selection processes and implements 
necessary improvements. 
 
Develops appropriate screening techniques and criteria for applicants. Screens and processes 
internal and external applicants using the district’s online applicant tracking system. Reviews 
hiring materials, notes, and reference surveys for each recruitment to ensure compliance with 
fair recruiting practices and district procedures.  
 
Actively participates in assessing recruitment needs for a diverse and changing work force; 
establishes recruitment goals, objectives, and procedures with the director.  
 
Develops recruitment programs for meeting the needs of the various cultural, ethnic, and 
minority groups in the district. 
 
Provides outreach to the community in order to enhance understanding of the district’s hiring 
procedures and to promote diversity within the applicant pool. 
 
Designs and implements recruiting and hiring training programs for administration and 
supervisors; provides guidance to search committees prior to the interview and reference check 
process to ensure compliance with human resources procedures. 
 
Oversees the maintenance of personnel files to ensure the appropriate documentation is in 
place and retained for an appropriate length of time per the district’s record retention schedule. 
 
Gathers data and completes recruiting and staffing reports; provides the results in an accurate, 
clear format.  
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Plans, organizes and attends career job fairs and other related forums.  
 
Develops marketing materials to enhance the district recruitment effort. Publishes documents to 
the school district web site.  
 
Reviews/revises job descriptions to align with the current needs of the position; ensures job 
descriptions meet ADAAA compliance standards. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment is used in performing the primary functions of the job. 
 
Independent Decisions 
Independent decision making expected. 
 
Primary Working Contacts 
Extensive contact with internal and external applicants, building principals and supervisors, 
administrative center administrators, and district employees. 
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
Works under the direction of the executive director of human resources, and supervises 
designated human resources staff. 
 
Unusual Working Conditions 
Attendance at evening meetings may be required; must be willing to travel to recruiting related 
events; workload may be stressful. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
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Job Qualifications 
The following are required: 

1. Bachelor’s degree in human resource management, business administration, or a 
related field. Four (4) years of human resources experience may substitute for a 
bachelor’s degree. 

2. Minimum of three (3) (or seven (7), depending on education) years of experience 
working in the human resources field. 

3. Strong customer service experience. 
4. Demonstrated experience working with human resource information systems (HRIS) or 

other data base system. 
5. Strong knowledge of employment related federal, state, and local laws and regulations. 
6. Strong knowledge of recruiting strategies and HR laws and regulations related to 

recruiting. 
7. Excellent communication skills, both written and oral in English. 
8. Excellent leadership, organization, and management skills. 
9. Proficient in the use of the Internet and Microsoft Excel, Microsoft Word, Microsoft 

Publishing; skills in the development of communication materials, maintaining accurate 
records, and meeting deadlines and schedules. 

10. Ability to prioritize and manage a significant number of activities; ability to establish and 
maintain productive working relationships with others. 

 
The following are preferred: 

1. Master's degree in human resource management, business administration, or a related 
field. 

2. PHR or SPHR certification. 
3. One (1) year of management experience. 
4. Experience working in a school district setting. 
5. Experience working with an online applicant tracking system strongly is preferred. 
6. Experience working with AppliTrack and/or Tyler Munis applicant tracking systems. 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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