
 

 

APLA Health’s mission is to achieve health care equity and promote well-being for the 

LGBT and other underserved communities and people living with and affected by HIV. 

We are a nonprofit, federally qualified health center serving more than 14,000 people 

annually. We provide 20 different services from 15 locations throughout Los Angeles 

County, including: medical, dental, and behavioral health care; PrEP counseling and 

management; health education and HIV prevention; and STD screening and treatment. 

For people living with HIV, we offer housing support; benefits counseling; home health 

care; and the Vance North Necessities of Life Program food pantries; among several 

other critically needed services. Additionally, we are leaders in advocating for policy and 

legislation that positively impacts the LGBT and HIV communities, provide capacity-

building assistance to health departments across the country, and conduct community-

based research on issues affecting the communities we serve. For more information, 

please visit us at aplahealth.org. 

 
 

APLA Health is currently seeking a Healthcare Recruiter to join our Human 
Resources team! We offer great benefits, competitive pay, and great working 

environment!   
 
We offer: 

 Medical Insurance 

 Dental Insurance (no cost for 
employee) 

 Vision Insurance (no cost for 
employee) 

 Long Term Disability 

 Group Term Life and AD&D 
Insurance 

 Employee Assistance Program 

 Flexible Spending Accounts 

 

 10 Paid Holidays 

 3 Personal Days 

 10 Vacation Days 

 12 Sick Days 

 Metro reimbursement or free 
parking 

 Employer Matched 403b 
Retirement Plan 

 
 

This is a great opportunity to make a difference! 

 
 
 
 

http://www.aplahealth.org/


Healthcare Recruiter (90005) 

POSITION SUMMARY: Under the direction of the Director of Human Resources, the 
Healthcare Recruiter is responsible for the successful recruitment of clinical positions 
using a variety of creative and effective recruitment methods. There is a dotted line 
reporting relationship to the Associate Director of Human Resources. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Consults with hiring managers to define specific recruitment needs and plan the 
hiring process. 

 Develops job postings for company web site as well as other recruitment sources 
including social media. 

 Researches association publications, web sites and other appropriate resources 
on which to post opportunities. 

 Researches and attends job fairs, conferences and other recruitment 
opportunities. 

 Identifies and source candidates on job boards, resume databases, professional 
networks and through referrals. 

 Assist with the development of promotional materials, such as banners and 
posters to be used in recruitment events. 

 Reviews resumes/CVs/applications and phone screens all candidates to verify 
work history, education, training, job skills, and salary requirement to determine 
quality and fit for the organization. 

 At times will be required to conduct first interviews to assist hiring manager in 
moving the selection process along expeditiously. 

 Refers qualified applicants to hiring manager. 

 Manages all communication with candidates from the moment they apply until 
they get onboard.  

 Maintains an on-going  candidate tracking worksheet/database reflecting 
documentation of open positions, where positions were posted, interviews 
scheduled, conversation had, offers made or not made, offers accepted or not 
accepted, reasons for offers declined, etc.  

 Follows up and obtains feedback from interviewers and candidates after 
interview to determine interest on all parties' behalf in a timely manner. 

 Consults with the Director of Human Resources regarding contingent salary 
offers.  

 Notifies HR Coordinator of the approved offer and the coordinator will generate 
the contingent offer letter and place the applicant in background. 

 Track the status of the background checks. 

 Generate final offer letters to be signed by the Director of Human Resources. 

 In conjunction with the HR Coordinator, arrange for onboarding of hired staff. 

 At times may be required to place temp medical vacancies with the agencies. 

 Tracks and verifies all invoices and funds spent on external recruitment 
resources; including job postings, ad placements, third party placement fees, etc. 
Analyzes effectiveness of advertising and resources used. 

 Contacts new hires after 30 and 60 days to determine satisfaction with the 
process and assess opportunities for improvement.  



 Stays current on local, regional and national hiring trends and practices; 
researches competitor's activities to keep informed of changes affecting APLA’s 
ability to hire and retain top talent. Provides to the Director of Human Resources 
input to improve hiring related processes. 

 
OTHER DUTIES MAY BE ASSIGNED TO MEET BUSINESS NEEDS. 
 
REQUIREMENTS 
 
Training and Experience: 
 
Bachelor’s degree in Human Resources, Business or related field and 3 years recruiting 
experience of which 2 years must have been in healthcare recruiting or 6 years 
recruiting experience of which 2 years must have been in healthcare. Must have 
excellent: interpersonal, organizational, and negotiation skills.  Strong oral and written 
communication skills required. Must be persistent and persuasive. Advanced proficiency 
in various computer applications, e.g., outlook, excel spreadsheet, word and applicant 
tracking. Very strong customer service orientation and positive attitude is required. 
 
Knowledge of: 
 
Healthcare job market trends knowledge needed. Knowledgeable of state and federal 
laws related to employment. 
 
Ability to: 
 
Must be able to establish rapport and effective working relationships with hiring 
managers and staff.  
Must be able to prioritize multiple responsibilities and manage a large workload within 
tight deadlines.  Must have the ability to develop alternative solutions to problems and 
be highly self-motivated.  Ability to independently plan, organize, prioritize, schedule, 
coordinate, and make decisions relating to assigned tasks as necessary. 
 
WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 
 
This is primarily an office position that requires frequent bending, reaching, and 
repetitive hand movements, standing, walking, squatting and sitting, with some lifting, 
pushing and pulling exerted regularly. The position requires daily use of a personal 
computer and requires entering, viewing, and revising text and graphics on the 
computer terminal and on paper. 
 
Other requirements: 
 
Hearing: Adequate to perform job duties in person and over the telephone. 
Speaking: Must be able to communicate clearly in person and over the telephone. 
Vision: Visual acuity adequate to perform job duties, including reading information from 
printed sources and computer screens. 
 
SPECIAL REQUIREMENTS: 



Must possess a valid California driver’s license; proof of auto liability insurance; and 
have the use of a personal vehicle for work related purposes. 
 
Equal Opportunity Employer: minority/female/disability/veteran.      
 
    
To Apply: 
 
Visit our website at www.aplahealth.org  to apply or click the link below: 
https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=48269&clientke
y=A5559163F67395E0A2585D2135F98806  

http://www.aplahealth.org/
https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=48269&clientkey=A5559163F67395E0A2585D2135F98806
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