TERMS OF REFERENCE (TOR)

RECRUITMENT AGENCY (CONTACTOR)

1. Introduction
Save the Children Iraq, a reputable humanitarian organisation, seeks a qualified and experienced Recruitment Service Provider to assist in recruiting and selecting highly skilled and dedicated personnel to support our mission and projects.

1. Objective: 
The primary objective of this assignment is to identify and engage a Recruitment Service Provider who will effectively and efficiently manage the recruitment process for our organisation. The selected provider will be responsible for attracting, assessing, and recommending suitable candidates for various positions within our organisation.

1. Scope of Work: 
The Recruitment Service Provider will be responsible for the following tasks and responsibilities:
1. Needs Assessment: Conduct a thorough needs assessment in collaboration with SCI HR Department to understand the specific recruitment needs, including job roles, qualifications, and experience requirements.
1. Job Advertisement: Develop and publish attractive job advertisements on relevant platforms, ensuring a wide reach to potential candidates.
1. Candidate Sourcing: Use a variety of channels, including online job boards, social media, professional networks, and direct sourcing, to identify potential candidates.
1. Screening and Shortlisting: Review all applications received and shortlist candidates based on established criteria, including qualifications, experience, and suitability for the role.
1. Interview Coordination: Schedule and coordinate interviews with shortlisted candidates, ensuring that all logistical arrangements are in place.
1. Reference Checks: Conduct thorough reference checks on selected candidates to verify their qualifications and employment history.
1. Recommendations: Provide comprehensive candidate profiles and recommendations to SCI HR Department for final selection.
1. Offer Negotiations: Assist in negotiating salary packages and employment terms with selected candidates.
1. Documentation: Ensure that all recruitment-related documentation, including application records, interview notes, and reference check reports, are properly maintained and shared with save the children as required.
1. Reporting: Provide regular updates and reports on the progress of the recruitment process to the SCI HR Department and management as requested.

1. Qualifications and Experience: 
The Recruitment Service Provider should demonstrate the following qualifications and experience:
a) Proven track record in providing recruitment services, preferably in the humanitarian or nonprofit sector.
b) In-depth knowledge of relevant labor laws and regulations.
c) Experience in recruiting for a wide range of positions, including technical and specialized roles.
d) Strong communication and interpersonal skills.
e) Ability to maintain confidentiality and handle sensitive information.


1. Confidentiality: 
The Recruitment Service Provider must adhere to strict confidentiality requirements throughout the recruitment process and should not disclose any candidate information without prior consent.

