
Talent Coordinator
HeadBox is on the lookout for a Talent Coordinator to join our rapidly expanding team.

We’re the UK’s fastest-growing event tech brand, on a mission to reinvent the global

events industry through technology.

Since our launch in late 2015, we've received £11 million worth of investment and we now

employ a team of 35 staff members, based in Aldgate, London. Our platform,

www.headbox.com and ecosystem of software products unlock brilliant events for

bookers, businesses and venues across Europe.

Having closed our funding we are looking forward to an exciting growth phase with a

focus on product development and expansion into the US.

The Role
Reporting into our Senior Digital Marketing Executive and working closely with our Head

of SEO, you will be responsible for creating engaging SEO content that brings online

visitors to headbox.com and helps them to get ready to send a party or event brief into

our huge network of inspiring venues.

Responsibilities
Processes and Policies

- Contribute to our continually evolving human resource policies, procedures,

processes and initiatives.

- Support the CFO with the monthly payroll process by providing summaries of

new starters and leavers.

- Progression - Eventually there would be an opportunity to own the whole payroll

process if this is a direction you want to take.

Recruitment
- Manage the recruitment and talent pipeline

- Ensure all incoming leads are assessed and their details kept on file if permissions

are received.

- Source entry level roles and use recruitment agencies for more senior roles

- Do first round interviews where possible

- Manage the full recruitment process



Talent Management
- Ensure all staff are receiving quarterly reviews from their line managers

- Ensure all staff have clear progression plans

- Gather feedback from staff on an ad hoc and more formal quarterly basis

- Improve manager and employee performance by identifying and clarifying

problems; evaluating potential solutions; implementing selected solutions;

coaching and counseling managers and employees.

Legal
- Ensure we comply with GDPR and ISO 27001 regulations.

- Comply with legal requirements by studying existing and new legislation;

anticipating legislation; enforcing adherence to requirements; advising

management on needed actions.

Other Office Admin
- From time to time there may be other tasks which fall under your role. These

could include:

- Helping with planning and running of  internal events such as the Summer and

Christmas Party

- Support with expense claims for the CEO and COO

- Alongside the other members of the Operations team, support on Office

Management tasks

Requirements
We are looking for a candidate who demonstrates the following mandatory skills and

experience:

- Recruitment experience

- Performance management experience

- Details orientated & organised

- Good at resolving conflict

- Change management

- Strong Interpersonal & Coaching Skills

- Excellent Verbal Communication & Administrative Writing Skills

- CIPD 3 qualification preferred

- 2+ years of progressive leadership experience in Human Resources positions

- Comprehensive knowledge of employment laws and practices.



Package and Perks

- Salary between £35k and £40k depending on experience

- 35 hour week with flexible hours and flexible working– we trust you to get the job

done, wherever you are

- Free volunteering days to help with the HeadBox Social Mission or one of your

choice

- Regular training sessions with Senior Management, external providers and

speakers

- Your own MacBook

- Cycle to work scheme

- Thursday office drinks

- HeadBox committees

HeadBox is 100% committed to building a diverse and representative team. Whatever

your race, religion, colour, national origin, gender, sexual orientation, age, marital status,

or disability - we would love to hear from you.


