
HR Specialist in Pre-Employment and Recruitment 
Grade: W20 – Exempt 

Starting Salary - $47,237 

General Duties: 
This is a professional, civilian position, whose primary responsibilities include developing and 
managing the recruitment efforts and pre-employment processes for the Carroll County 
Sheriff’s Office for our law enforcement, correctional and civilian positions as well as managing 
our internship programs for high school and college students.  This position is responsible for all 
stages of the hiring and selection process and communicating with applicants throughout the 
entire hiring process.  The Carroll County Sheriff’s Office is seeking an outgoing individual with 
the ability to perform with a high level of independence, exercise sound judgment, provide 
excellent communication skills and also maintain strict confidentiality. 

Availability: 
Monday through Friday (7:00 a.m. – 4:00 p.m. or 8:00 a.m. – 5:00 p.m.) with one hour for lunch 
(a flexible or atypical work schedule is typical due to testing and recruitment events) 

Eligibility: 

 Must be a U.S. Citizen

 Must possess a High School Diploma or G.E.D. certificate

 Must possess a valid driver’s license

 Must be able, to read write, and speak English

 Must meet minimum requirements set forth by  the Carroll County Sheriff’s Office (please visit our website

at www.carrollcountysheriff.com / employment / hiring process)

Qualifications and Requirements: 

 Bachelor’s Degree in HR, Marketing, Business Administration or a related field required

 Experience with recruiting and attending job fairs a plus

 Experience with applicant management processing a plus

 Human Resources certifications a plus

 Position requires travel for recruitment events and meetings, college visits, career fairs
and community events

 Position requires a flexible work/travel schedule (overnight stays may be required)

 Position requires extensive periods of sitting

 Position requires extensive periods of completing computer based tasks

 Position may require the ability to lift 30-50 pounds, as well as push, pull or move
objects

*A comparable amount of training and experience may be substituted for the minimum qualifications

http://www.carrollcountysheriff.com/
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Essential Tasks - 

Recruitment / Pre-employment Related: 

 Develops and manages recruitment strategies for the Carroll County Sheriff’s Office for
various law enforcement, correctional and civilian positions

 Manages all aspects of the hiring/applicant/pre-employment process

 Manages external communication plans related to social, professional and public safety
specific networking sites in order to identify and recruit qualified candidates; manages
job postings on various websites; coordinates social media posts and website updates

 Maintains the on-line applicant tracking system; responsible for ongoing
communications with applicants throughout the process

 Manages and attends various recruitment and career fairs

 Coordinates scheduling of adjunct recruiters to attend job/career fairs

Internship Program Related: 

 Manages and supervises the internship programs of the Carroll County Sheriff’s Office

 Develops and maintains professional relationships with college, university and
community college placement offices as a source to generate qualified applicants

 Liaison with internship partners at the high school and college level to maintain and
facilitate various internship positions within the Sheriff’s Office

 Manages the selection, screening and interviewing of candidates for internship positions

 Supervises interns; is responsible for coordinating schedules and assignments with
interns and the various units and sections of the Sheriff’s Office

Other: 

 Coordinates the recruitment and internship needs of the agency with the Director of the
Administrative Services Bureau, ensuring integration with the overall mission and vision
of the agency

 Responsible for managing the recruitment/pre-employment portion of the HR budget

 Researches, analyzes, prepares and presents hiring and recruiting statistics

 Updates job knowledge by participating in educational opportunities; reading
professional publications; maintaining personal networks; participating in professional
organizations

 Performs other related duties as required

Knowledge, Skills and Abilities: 

 Knowledge of federal & state employment laws and practices

 Knowledge of recruitment and employment procedures and practices

 Ability to maintain a high level of confidentiality while managing sensitive information

 Ability to work independently on multiple projects

 Ability to utilize social media tools effectively in a work environment

 Must be detail oriented and have the ability to multi-task efficiently

 Must have excellent relationship building skills

 Must have excellent interpersonal skills when interacting with potential applicants,
current staff as well as various governmental and business partners

 Must have excellent oral/written communication, presentation and organizational skills
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 Knowledge of Microsoft Office based computer programs including Word, Excel,
PowerPoint and Publisher

 Must be able to analyze and interpret policy and related questions

 Must be able to independently identify and resolve problems in a timely manner

 Demonstrate resourcefulness and initiative in solving issues and complex outcomes

 Ability to succeed in a team environment

Selection Process:  The selection will be based on, but not limited to the candidates successfully 
completing the following steps: 

 Application

 Completion and review of Confidential Questionnaire and resumè

 Oral Interview Board

 Conditional Offer

 Polygraph Examination

 Background Investigation

 Physical / Medical Examination

 Final Command Review/Interview

 Final Job Offer

Request Procedure: 
To be considered for this position, qualified candidates must complete and submit an employment 
application electronically through our website at www.carrollcountysheriff.com 
or www.policeapp.com.  Applications must be submitted no later than 11:59 p.m. on October 21, 
2018.  

“One or more positions may be filled using this vacancy announcement” 

The Carroll County Sheriff’s Office is an Equal Opportunity Employer. 

http://www.carrollcountysheriff.com/
http://www.policeapp.com/

