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EXCELLENCE IN PROFESSIONAL SERVICES





RECRUITERS

XL Associates, Inc. is looking for personnel recruiters to support the U.S. Agency for International Development (USAID) in Washington, DC.  These individuals will join our project team located in Washington to assist USAID offices in the Bureau for Democracy, Conflict, and Humanitarian Assistance (DCHA) in recruiting humanitarian assistance and disaster response personnel worldwide.

The successful candidates will be highly organized, motivated, detail-oriented, and able to excel in a deadline-driven work environment.  These individuals must be able to work closely with a variety of personality types, participate in public recruiting outreach efforts, and possess exceptional oral and written communication skills (English).  While previous recruiting experience is a plus, it is not a requirement.
This is a full-time, salaried position at $48,000 with competitive benefits.

Returned Peace Corps Volunteers (RPCVs) are encouraged to apply.

Duties:
In order to support DCHA's needs, the following duties will be required:
· Serve as a primary point of contact and manage communication with current and potential applicants, DCHA staff, and the general public; 
· Facilitate the recruitment process for DCHA staff, and provide administrative support from preparing and posting job announcements, to collecting application materials, conducting interviews, and checking references and academic credentials;
· Assist and advise DCHA staff on issues relating to the employment process including interview technique, employment law, and appropriate USAID policy; 

· Represent DCHA at external events and identify qualified recruitment sources, networking leads, job fairs, conferences, and advertising resources to recruit and further expand GlobalCorps’ recruitment network; 
· Maintain, update, and further develop GlobalCorps’ recruiting database, listserv, and networking lists; 
· Develop and update outreach and recruitment-related materials including information packets and presentations;
· Assist in the design and administration of the GlobalCorps’ website; and
· Other duties as assigned.
Requirements:

The following items are required to be eligible for consideration:

· U.S. citizenship;
· Bachelor’s degree in a relevant field;
· Minimum of one (1) year of professional experience in an applicable international field such as international development, humanitarian assistance, or international relations). Prior experience with USAID and/or Peace Corps is preferred; 
· Familiarity with basic Human Resources principles and regulations;
· Proficiency with MS Office Suite in network environment.  Experience in creating and editing basic HTML is a plus; and

· Ability to obtain an Interim and Final DoD SECRET security clearance.
To apply:
To apply, please submit a resume containing your current contact information (including e-mail), and a signed cover letter explaining how your training and experiences have prepared you for the position.

Also, include the following sentence in your cover letter:
“By submitting this application, I agree to allow XL Associates, Inc. to verify all information included in the application package, including academic credential verification.”
Application documents may be faxed to 202.315.3803 or e-mailed to recruiter@globalcorps.com.  This position is open until filled.  Please note that interviewing and relocation costs, if any, will not be reimbursed.  No phone calls, please.
Applicants selected for interviews will be notified directly.

The expected start date for the positions is immediately.
XL Associates, Inc. is an Equal Opportunity Employer (EOE).
