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Task Description 
[bookmark: _Toc223790513]Job advertisement and persona specification 
Job Advertisement
The job advertisement is a public notice which details a job role, qualifications, responsibilities and application instructions for attracting appropriate applicants (Plakhotnik, Shmaytser and Feofilov, 2023). 

HSBC is recruiting for the job position of Talent Recruiter – Specialist Hiring in the department of HR, based in Birmingham. The role includes managing the full lifecycle of recruitment, collaborating with hiring managers, sourcing applicants, examining recruitment data and utilising recruitment technologies to improve hiring productivity (HSBC, 2026). The role needs a motivated and technologically talented recruiter who can handle the complete recruitment lifecycle for niche and mid-level roles while utilising data analytics and modern recruitment technologies. 
Person Specification
The person specification is a document highlighting the necessary and desirable skills, experience, attributes and qualifications needed for a particular job role (Chalutz-Ben Gal, 2023). 
	The ideal candidate for the job position of Talent Recruiter – Specialist Hiring should have a bachelor’s degree in Business Administration, Human Resource Management or a related discipline. The postgraduate qualification within recruitment or HR will be beneficial. The applicant must have knowledge or experience of recruitment procedures, involving sourcing applicants, screening applications, coordinating hiring activities and organising interviews. 
The strong interpersonal and communication skills are necessary to develop productive relationships with applicants and hiring managers. The applicant must also determine excellent organisational skills and the capability of managing several recruitment activities in a fast-paced atmosphere. Proficiency within recruitment technologies like Applicant Tracking Systems and basic skills of data analysis is needed to assist technology-based approaches of recruitment.  
Moreover, the applicant must have a professional attitude, commitment to inclusive practices of recruitment and diversity. An interest in employer branding, modern recruitment technologies and HR analytics will be considered desirable for assisting the strategic talent acquisition goals of an entity. 



[bookmark: _Toc223790514]CV and cover letter 
Curriculum Vitae (CV)
CV is a personal record summarising work experience, achievements, education and skills, utilised to apply for opportunities of employment (Williams-Jones, 2023). 
	Name: Stella Watson
Address: Birmingham, United Kingdom 
Phone No.: 
Email: 

Professional Summary: Motivated and detail-based human resource professional with the strong interest within recruitment and talent acquisition approach. Talented in candidate sourcing, stakeholder communication and candidate sourcing. Seeking to contribute to the talent acquisition team at HSBC by assisting productive procedures of recruitment and offering an excellent applicant experience. 
Education: Bachelor’s and Master’s Degree in Human Resource Management 
University of Birmingham 
Expected Graduation: 2026
Key modules: 
· Strategic Human Resource Management 
· Organisational behaviour 
· HR Analytics 
· Talent recruitment and acquisition 
Skills: 
· Candidate sourcing and screening 
· HR Data Analytics 
· Recruitment and talent acquisition 
· Applicant Tracking System (ATS) 
· Stakeholder relationship management
· Diversity and inclusion awareness 
· Communication and interpersonal skills 
· Organisational and time management
Work experience: 
· HR Assistant (Internship) at ABC Consultive firm in Birmingham, UK from June 2025 – September 2025
Supported recruitment tasks involving posting job advertisements, coordinating interviews and screening candidate applications. Assisted HR managers in maintaining the records of recruitment and communicating with the applicants. Contributed to improving candidate procedures of communication and assuring a positive experience of recruitment. 



Cover Letter 
Cover letter is a formal letter introducing yourself to an employer, outlining motivation, interest and suitability in a particular job role (Martinez and Shaker, 2024).  
	Name: Stella Watson 
Birmingham, United Kingdom 

Hiring Manager
HSBC 
Birmingham

Respected Hiring Manager, 
I am writing to express my interest within the position of Talent Recruiter – Specialist Hiring at HSBC within Birmingham. As a postgraduate student studying Human Resource Management, I am particularly interested in recruitment and talent acquisition approaches which assist organisational diversity and growth. 
The commitment of HSBC to changing their procedures of talent acquisition by the Enterprise Talent model is highly inspiring. The opportunity of working in an innovative recruitment atmosphere which influences data analytics, collaborative sourcing approaches and technology relates to my professional career objectives and interests. 
During my studies, I have developed strong skills and knowledge of recruitment procedures, HR technologies and candidate evaluation methods. My scholar projects and experience of internship have enabled me to learn practical skills in candidate screening, recruitment communication and interview coordination. I have also obtained experience working with tools of online recruitment and examining HR data to assist decision-making. 
I believe my strong organisational skills, ability to communicate productively and attention to detail with varied stakeholders will facilitate me to positively contribute to team of talent acquisition at HSBC. I am specifically passionate about developing positive applicant experiences and assisting inclusive practices of recruitment. 
Working at HSBC will give an excellent opportunity for me to develop my skills further while making contribution to the mission of an entity of developing a varied and high-performing workforce. 
Thank you for considering my application. I look forward to the opportunity to discuss how my enthusiasm and skills can contribute to the recruitment team of HSBC. 
Yours sincerely, 
Stella Watson



[bookmark: _Toc223790515]Interview details 
A mock interview must be approached as a real professional scenario. Treating the mock interview seriously enables me to boost confidence and practise the behaviours expected in a real context of recruitment. Even though it is organised in a classroom, it is significant to maintain the professional mindset by dressing appropriately in business or formal attire, have CV and cover letters ready for reference, and arrive on time. At the time of interview, maintaining a clear communication, positive body language and good posture is important, involving eye contact and attentive listening (Sumaiya et al., 2022). 
The mock interview will be recorded for the quality assurance. Viewing the recording afterwards gives an opportunity to determine areas of improvement in the tone, body language and responses. The feedback from an interviewer can be implemented within future sessions of practice. By treating the mock interview seriously, individual can demonstrate professionalism, which is a necessary quality for a Talent Recruiter who is representing the entity to potential applicants and stakeholders. 
[bookmark: _Toc223790516]How to prepare for the Interview 
Preparation is vital for performing well within a mock interview and by extension, in real-life recruitment circumstances. The initial step is to research the job role in detail. For the Talent Recruiter – Specialist Hiring position at HSBC, this means understanding the responsibilities of handling the full lifecycle of recruitment, collaborating with hiring managers (HSBC, 2026). It also includes influencing technologies of recruitment like AI-powered and ATS sourcing tools, an examining recruitment information to improve productivity. Familiarising yourself with the Enterprise Talent Model of HSBC, commitment to inclusion and diversity, and their strategic approach to the talent acquisition will also empower an individual to relate answers with the values of an entity. 
The next step is to evaluate own experiences and skills. Determining own academic projects, work experiences or qualifications demonstrate the competencies needed for the specific role. For instance, experience in screening candidates, utilising online recruitment platforms or coordinating interviews can be outlined. Thinking of examples which showcase the organisational skills, productive communication, teamwork and capability to manage several tasks. Utilising the STAR method to structure the responses assuring clarity and determines practical capability (Karthikeyan, Abirami and Thangavel, 2023). This is also significant to predict questions which might be asked and prepare answers. For the role of Talent Recruiter, some likely questions involve – 
· Describe your experience with applicant sourcing and technologies of recruitment?
Suggested Answer: During my internship at ABC Consulting organisation, I sourced applicants utilising LinkedIn and job boards, coordinated interviews and screened applications. I am familiar with the systems of applicant tracking and have explored AI-based sourcing tools to determine potential applicants productively. I also examined applicant data to assure quality hires. 
· Can you give an example of when you managed several priorities under pressure?
Suggested Answer: While managing several recruitment projects at the time of internship, I prioritised emergent roles, utilised tools of scheduling to coordinate interviews and maintained organised records. This enabled me to fulfil deadlines productively without compromising quality. 
· How do you manage difficult stakeholders or disputing priorities?
Suggested Answer: I will actively listen to the concerns of stakeholder, propose solutions collaboratively and clarify expectations. I will communicate progress regularly and assure alignment with the organisational objectives. 
· How would you ensure a positive applicant experience?
Suggested Answer: I will maintain clear communication with the applicants, assure transparency and give timely updates throughout the procedures. I will prepare interviewers in advance and give constructive feedback to the applicants, even if they are not being selected. This assures a respectful and professional experience. 
· How would you utilise data to improve outcomes of recruitment?
Suggested Answer: I will examine metrics like source-of-hire, applicant rate of conversion and time-to-fill. By determining bottlenecks and trends, I can propose procedure improvements and adjust sourcing approaches to attract top talent. 
Practical preparation also involves family members, friend or a partner. Rehearsing answers aloud assists in improving confidence, presentation and fluency. Focusing on tone, non-verbal communication and pacing is important with focus on what you say. Reviewing CV and cover letter in detail assures that applicant can confidently refer to the achievements and skills at the time of interview. Lastly, organise all the supporting documents like cover letter, notes, and CV summarising main achievements Being prepared with the references to these documents at the time of interview determines organisation, attention to detail and professionalism, all necessary qualities for a Talent Recruiter. 
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Overview

In 2026 we are launching our new Enterprise Talent model to accelerate our transformation journey. This
strategic investment marks a significant milestone in enterprise talent, underscoring our commitment to
re-imagine talent acquisition to build a world-class, globally diverse workforce. The new Market Talent
teams will be leveraging cutting-edge technology and innovative recruitment strategies to identify, attract
and engage talent.

We are seeking a highly motivated and technologically savvy Specialist Recruiter to join our new
Enterprise Talent Market team. In this fast-paced role, you will be responsible for delivery of the full
recruitment life cycle for mid-level and niche roles. You will be at the forefront of leveraging the latest
recruitment technologies, automation tools, and data analytics to streamline processes, improve
efficiency, and ensure a seamless candidate experience. This position is ideal for a proactive and
organised 360 Talent Acquisition professional who thrives on meeting ambitious targets in a high
performing environment, embracing both recruiter and sourcing activity.
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