
 
Why join our team? 
“UCP-OC is leaping into an exciting, forward-focused period of growth”, Dr. Ramin Baschshi, President & CEO. 

In recent years, our organization has shifted from being a steady pillar in the community to blossoming into 
an unrivaled clinical facility. We honor the life-changing work that UCP-OC has done since its inception in 
1953 and hope to use these accomplishments as a launchpad into our future, from our facility move to our 
many program expansions slated to take place over the next few years. 

The dream of a vibrant, inclusive environment for children with disabilities is key to our mission. Now, lifted 
by our extraordinary staff, supporters, and patients, UCP-OC is ready to move the needle in a big way for the 
disability community in Orange County. 

Our Mission 
We create a limitless future for children and families with disabilities. 

Our Vision 
We will be the cornerstone of the disability community. 

Our Values 
• We are family focused 
• We are steadfast 
• We are human centered 
• We think beyond 

Job Description - Recruiter 

As the Recruiter, you’ll create and execute strategies to source and place top. Through networking and 
sourcing efforts, you’ll build and maintain robust relationships with candidates, extend and negotiate offers 
and be fiscally responsible while advancing UCP of Orange County’s reputation. 

Job Responsibilities 

• Manage the full cycle recruiting process from determining appropriate sourcing strategy and 
resources, attending job fairs, interview process, pre-employment screening, to assisting with 
onboarding new hires 

• Regularly collaborate with hiring managers to determine specific recruitment needs 
• Design and implement recruiting strategies in anticipation of staffing needs; make recommendations 

regarding recruitment programs, budgets, and collateral to attract applicants 
• Develop and update job descriptions and specifications 
• Perform recruitment analysis and provide metrics to document objectives to success 
• Source and recruit candidates using all applicable tools to include but not limited to job boards, 

social media, and higher education outlets; maintain internal and external job postings; determine 
effective advertising mediums; place appropriate advertisements 

• Manage relationships with external agencies and vendors to advertise and promote targeted jobs 
• Develop and maintain relationships with colleges, agencies, and other sources of high-quality 

candidates 
• Assess candidates’ experience, aptitudes, and culture fit for position and company 
• In conjunction with HR and Hiring Manager, assist with new hire onboarding process 
• Perform other related duties as assigned by management. 

Experience and Competencies you will possess 

• Minimum of 3 years’ experience in recruiting, staffing or direct hire 
• Industry knowledge in the non-profit space a plus 
• Proficiency in Microsoft Office, Outlook, Internet, and database management 



 
• Communication skills including strong interpersonal skills, and ability to speak, read and write 

effectively in the English language 
• Proven strong sourcing skills 
• Ability to work under general supervision in a fast-paced environment with tight deadlines; multitask 

with a sense of urgency between competing tasks 
• Strong organization skills and attention to detail 
• Requires good judgement, integrity, dependability, and sense of responsibility 

Additional Job Requirements 

• Must successfully pass job-related drug screen, background check, and provide proof of negative 
tuberculosis test results and maintain clearance every two years 

• This position does require travel. Must provide proof and maintain valid CA driver’s license, 
automobile insurance, and reliable transportation upon hire & at expiration thereafter. 

• Must be eligible for acceptance by company’s commercial auto policy based upon DMV report with 
annual review. 

• Attend all Staff-in-Service events and participate in other scheduled meetings as required 
• Represent UCP-OC in an ethical and professional manner; maintain confidentiality and exercise 

discretion 
• Adhere to all Company policies, procedures, and safety regulations 
• Demonstrate high level of quality work, attendance, and appearance 

Benefits include competitive compensation, incentive programs, company paid for medical on sponsored 
plan, along with dental, vision, FSA and Life and AD&D health and wellness benefits, generous holiday and 
time-off plans and 401k. 

Equal Opportunity: UCP of Orange County is an at-will and equal opportunity employer and seeks to employ 
and assign the best qualified personnel in a manner that does not discriminate based on race, color, religion, 
gender, marital status, age, national origin, physical or mental disability, sexual orientation, veteran/reserve 
and National Guard status or any other status or characteristic protected by law. 

 


