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The Centre for Partnership support team, are directly employed by the Incommunities Group.  

As an equal rights employer, we are committed to making necessary reasonable adjustments to 

the job role and working environment so that disabled people have access to job opportunities 

or current employees can continue to work should they develop a disabling condition. 

 

Prime objectives of the post 
 
The GEM Programme is unique in its field, recruiting developing and qualifying graduate talent 
to retain in careers across the UK Housing Sector.  The GEM Programme Graduate Recruiter is 
responsible for working dynamically to recruit graduates with social values to the GEM 
Programme and providing an engaging and innovative recruitment experience for all its 
participants. 
 
The post holder has key responsibility for using their recruitment expertise and creativity to 
recruit the best graduates we can get into GEM roles, developing and maintaining relationships 
with partners and relishing the challenge of marketing the GEM Programme effectively on a 
zero budget.   
 
The post holder also supports with other areas of GEM programme delivery as needed as a key 
member of a small team. 

 
Range of duties 

Your main areas of responsibility as GEM Recruiter will be:  
- Representing the GEM Programme with honesty, integrity and within GEM Programme 

values at all times. 

- Contributing your relationship skills, recruitment know how and positive energy to deliver a 

creative, innovative recruitment experience that is fun and engaging for all involved and 

crucially attracts the best talent for our partners. 

- Being IT and social media savvy; understanding how to utilise technology and social media 

effectively; managing all GEM social media platforms; creating engaging posts; and 

connecting with the right people and organisations on a zero budget. 

- Reviewing GEM Programme PR material by making the most of the experiences of previous 

GEM participants, ensuring that it’s constantly updated, vibrant and engaging. 

- Connecting with UK-wide universities and colleges and other relevant organisations 

proactively to advertise roles and attract graduates. 

- Liaising with partners to draft engaging role specifications designed to attract as many good 

candidates as possible. 

- Helping to maintain and update the GEM Programme Website throughout the recruitment 

process. 
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- Shortlisting GEM Applications. 

- Carrying out telephone screening interviews, selecting candidates for progressing to 

assessment centres and providing useful feedback to partners prior to delivery of 

assessment centres. 

- Organising and delivering UK-wide Assessment Centres, ensuring that the GEM Programme 

and partner organisations needs are jointly represented. 

- Providing useful and consistent feedback to partners and applicants. 

- Maintaining up to date knowledge of recruitment legislation, housing, leadership, housing 

careers and competitor activity as required for the effective delivery of the recruitment 

process. 

- Contributing to the further development of GEM Programme recruitment including 

development of web recruitment advice for graduates and a GEM Talent Pool. 

- Carrying out recruitment monitoring and providing management information for diversity 

purposes. 

- Supporting with delivery of the GEM Programme as needed.  This will include support in the 

design and delivery of the GEM Shack events. 

Specific Requirements 

The post holder is a key customer facing role of the GEM Programme on a daily basis.  The 

customer experience of partners and GEM applicants is of the utmost importance. The ability to 

communicate with and relate to applicants and partner organisations effectively is critical to the 

programme’s success and requires emotional intelligence, credibility and integrity.  

It is essential that the post holder has attention to detail, is action-centred and super-organised 

with great marketing, communication, multi-tasking and time management skills. 

The post holder will need to be able to drive, have a full driving licence and have access to a 

car with business insurance as the role necessitates UK travel on a regular basis.  Public 

transport is not always practical due to the locations of some partner organisations and the 

number of locations visited.   

The role will also require post holder commitment to the following: 

 Working flexibly during intense periods of recruitment which will necessitate working long 

hours and overnight stays. 

 Being able to travel around the UK on a regular basis for recruitment. 

The post holder will not be paid overtime for extra hours worked, but can take reasonable 
time off in lieu of extra hours worked subject to prior authorisation. 

The post holder will be able to claim expenses for business related travel and reasonable 
accommodation and meal costs. 
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Summary of job:   GEM Programme Graduate Recruiter 

Incommunities is an Equal Opportunities Employer and requires employees to carry out its policies concerning age, racial and sex 
equality and the rights of people with disabilities both in terms of equal opportunity for employment and access to Incommunities’ 
services.  Job Share applicants welcome for all full-time posts unless otherwise stated in the advertisement 

We are committed to making reasonable adjustments to the job role and working environment so that disabled people have access to 
job opportunities or current employees can continue at work should they develop a disabling condition. 

 

attributes essential desirable how identified 

experience The post holder will have experience of: 

Developing solid working relationships with a variety 

of people at all levels within businesses. 

The end to end recruitment process including 

partner engagement and liaison. 

Using innovative and up to date methods of 

marketing and recruitment, including web 

technology and social media. 

Experience in graduate recruitment 

and its surrounding legislative 

framework. 

Experience of values and 

competency based recruitment. 

Experience of recruiting in the not for 

profit sector. 

Application and 
Interview. 

qualifications Holder of a degree or relevant work experience. Experience of the GEM Programme 

through participating as a GEM. 

Application and 
Interview. 

training Be willing to attend training as necessary.  Application. 
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attributes essential desirable how identified 

special knowledge Knowledge of innovative recruitment methods. 
 
Using technology and social media effectively in 
recruitment. 
 
Knowledge of up to date marketing methods 
including social media and how they can be utilised 
effectively in all GEM recruitment activities.  
 
Knowledge and understanding of The Equality Act in 
Recruitment practice. 

Graduate recruitment knowledge. 
 
Knowledge of the GEM Programme. 
 
Knowledge of the social housing 
sector. 
 
Existing contacts to tap into, to 
advertise graduate roles. 
 

Application and 
Interview. 

circumstances – 
personal 

Must be legally entitled to work in the UK. 
 
Must be able to travel extensively throughout the UK 
with overnight stays and long days.  
 
Hold a full UK driving licence and have use of a 
roadworthy vehicle which can be insured for 
business use.  

 Application and 
Interview. 
Sight of 
appropriate 
documentation as 
specified in 
application or 
interview letter. 

disposition –
adjustment/ 
attitude 
 

The post holder must: 
 
Have values which align with the GEM Programme 

ethos, including a strong belief in Social Justice. 

Have an action-centred positive, flexible, energised 

approach to work, thriving on no two days being the 

same and with the ability to use your initiative to get 

things done. 

Have well developed relationship skills and 

 Interview. 
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attributes essential desirable how identified 

emotional intelligence to engage, liaise with and 

support stakeholders. 

Have a demonstrable history of reliability and self-

management – delivering on what you promise. 

practical & 
intellectual skills 

The post holder must: 
 
Have the ability to continuously improve the way we 

deliver to our stakeholders, with great team working 

skills to work effectively with others. 

Have excellent oral and written communication 

skills, being able to present the GEM Programme to 

a wide audience on an individual and group basis. 

Have great listening skills and the ability to assess 

and summarise candidate’s responses. 

Be computer literate, social media savvy and 
proficient in MS Office. 
 
Have excellent attention to detail, along with 
organisational, time management skills and the 
ability to multi-task.  

 
Have a commercial approach to sales and customer 
service, combined with social values which link with 
the GEM Programme’s ethos. 

 
Be able to deal with the occasional recruitment 

 Interview. 
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attributes essential desirable how identified 

conundrum appropriately, with discretion, 
confidentiality and balanced judgement in line with 
the GEM programme ethos; prevailing 
policies/legislation; partner agreements, knowing 
when it’s appropriate to get advice and support to 
deal with complex recruitment matters.  

 
Have the ability to set and represent the GEM 
Programme culture as vibrant, friendly, flexible and 
hard-working. 

physical/sensory Must be able to perform all duties and tasks with 
reasonable adjustment, where appropriate, in 
accordance with the Equality Act 2010. 

 Application and 
Interview. 

equality Candidates should indicate an acceptance of and 
commitment to the principles underlying Equal 
Rights policies and practices and how they link with 
post holder’s role and delivery of the GEM 
Programme. 

 Interview. 

 
 

 
 
 
 
 

  


