Screener Job Specification
	EMPLOYER  INFORMATION

	Name of organisation

	Procius Ltd

	Address inc post code
	Network House Basing View Basingstoke RG21 4HG

	Telephone
	0044 1256 487 880

recruitment@procius.com    

	Website
	www.procius.com

	Number of employees
	45

	Short description of the company
	Established in 2004, Procius is a successful and rapidly expanding provider of HR pre-employment screening services.  We specialise particularly in the screening of Airport workers, including pilots, cabin crew, retail, catering and other Airside employees.  Our market is vibrant and international – and as a result we employ a significant proportion of foreign nationals and language speakers in our screening teams.  This makes Procius a highly cosmopolitan company and a complete “antidote” to most local employers.  We are a fast-paced, high performance business and our clients expect a rapid, high integrity service.  Our staff enjoy a range of team and individual incentives which recognise “star performers” at every level in our business.  All of this results in a positive and energetic working environment where colleagues become friends and the days genuinely fly-by!


	PLACEMENT INFORMATION 

	Department / Function
	Screening Coordinator

	Description of activities
	· Using the internet to research contact details for job applicants’ previous employers; 

· Phoning previous employers to establish the name and correct contact details for the right person to give employment verification;

· Producing written requests for information and dispatching them by email, fax or post; 

· Telephoning previous employers to request the prompt return of requested data in an acceptable format;

· Utilise an in-house database to track all activities in relation to job applicants and the progress of their background checking;

· Providing telephone advice to job applicants throughout the process; 

· Identifying problems with the process and seeking to resolve them in an efficient manner; 

· Keeping their Team Leader informed of each job applicants’ progress and highlighting any concerns within any missing pieces of information.
· Responsible for the overall quality of Procius applications

· Reviewing each item of post that arrives, and applying a strict guideline to each item in order to establish if its admissible

· Good attention to detail 

· Final checking applications before being submitted to our clients

· Working to high pressured targets and dealing with large volumes of applications 

	COMPETENCES, SKILLS and EXPERIENCE REQUIREMENTS 

	Languages and level of competence required
	Fluency in German, French, Spanish or Italian desirable to meet the majority of the needs of our client’s applicants - all languages are valued.

	Computer skills and level of skills required
	Good use of the Internet required and outlook email.  If you have had previous office based work experience, this will be beneficial.

	Desirable Skills
	A very determined person.

Task-orientated. Motivated by teamand personal success strives to achieve their own goals.
Eager to please and gain recognition from their employer.

A serious attitude towards their work and their professional development.


	WORKING CONDITIONS

	Location 
	Basingstoke

	Duration 
	Minimum 6 months 

	Working hours per week
	40 hours, Mon- Fri 8.30 to 17.30
We offer our interns £700 monthly allowance towards the cost of their accommodation and living costs. UK Interns must be studying on a relevant  course which requires a compulsory work placement. Overseas Interns must be included in the Erasmus Lifelong Learning, Da Vinci or similar  programme to meet our internship criteria and the required paperwork will all need to be in place before the internship begins.. 
Procius requires interns to attend a face to face interview at our offices in Basingstoke, Procius will contribute up to €150 towards the cost of travel expenses to attend this interview. Those costs will be reimbursed to all interns, with the exception of those that DO NOT accept an offered internship.

Procius will contribute 50% of accommodation costs for the first 2 weeks of an internship, this allows sufficient time for the intern to source longer term accommodation. We also offer a subsidised gym membership scheme to our interns.


