
 

 

 
 

Position: HealthCare Recruiter 
Position Status: FT 
Job Location:  Northridge 
Website: www.mccn.org  
Contact Email: hr@mccn.org 

 
 

Mission City Community Network, Inc. is a non-profit organization of multiple clinics operating 
as a Federally Qualified Health Center. We are dedicated to serving low income families in the 
San Fernando Valley, San Gabriel Valley, Los Angeles and San Bernardino areas. We are 
committed to providing high quality care in the following areas: Adult, Pediatrics, Women's 
Health, Dentistry, Health Education, and Mental Health. 

 
We are currently seeking qualified candidates for a Recruiter position that will be located in 
our Northridge Clinic. The Recruiter is responsible for partnering with the assigned hiring 
managers to forecast staffing needs, develop candidate pipelines, source, market, and attract 
talent to foster the mission of MCCN. The position will report to the Director of Human 
Resources. The Healthcare Recruiter will play a critical role in ensuring we are hiring the best 
possible talent and are aligned with industry best practices. The Recruiter will extend offers 
and participate in the onboarding activities. They will also maintain excellent candidate and 
hiring manager relations. Generate status reports of recruitment activities. 

Job Responsibilities:  

 Perform full cycle recruitment duties, from position requisition generation to extending a job 
offer. 

 Develops strategy to acquire talent to assure vacancies are kept to facility specified levels, new 
and expanding programs are staffed for opening dates. 

 Enter all data pertaining to candidate into our HRIS data base, SAGE 

 Handle the Pre-employment process which includes background check, pre-employment physical, 
drug and alcohol screen. 

 Use various cost effective sourcing strategies, such as internet job boards, networking, resume 
mining, social networking, cold calling, college/university recruiting and job fairs to attract a 
diverse pipeline of candidates. 

 Ensure recruitment activity is updated in an accurate, compliant and timely manner within the 
Human Resource Information System. 

 Work with hiring managers and interview teams to ensure job descriptions are current and 
candidates are assessed against appropriate criteria. 

 Perform regular follow up with the respective hiring managers and candidates to ensure 
timeliness of the recruitment process. 

 Create offers, review and participate in negotiation and re-negotiation of salaries in coordination 
with offer. 

 Communicate with Director, of Human Resources on recruitment issues and solutions. 

 Lead and collaborate on projects/reports related to ongoing company wide recruitment 
initiatives as required. 

 Other duties as assigned. 
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Requirements: 
 

 High School Diploma, is a must (GED not accepted, must be accredited by WASC)· 

 A Bachelor’s degree in Human Resources or related discipline is required. 

 HR Certification (PHR/SPHR or SHRM-CP/SCP) highly preferred. 

 Minimum of 2-3 years verifiable and progressively more responsible experience as a Human 
Resource Recruiter in a non-profit healthcare environment preferred. 

 Ability to multi-task in a fast-paced changing environment 

 Recruitment experience with demonstrated clinical, healthcare exposure a must. 

 Excellent verbal and written communication skills and high level of interpersonal skills. 
Proficient in Microsoft Office/Excel/Outlook/Word, a must.· 

 Willing to travel as deemed necessary 
 

To Apply: 
Please email your resume/CV and cover letter, including your salary requirements to 
hr@mccn.org 

 
 

MCCN is an Equal Opportunity Employer 
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