
Talent Acquisition Support Specialist – Virtual 

Location: Virtual, Anywhere in the U.S, home-based 

START YOUR APPLICATION (Use Chrome): https://pin.hrmdirect.com/employment/job-
opening.php?req=1018782&&&nohd#  

The Talent Acquisition Support Specialist is primarily responsible for partnering with Talent Acquisition 
to provide the highest level of administrative support and service throughout the recruiting process. 

Job Duties: 

1. Assists in recruiting efforts to include social media and referral partner outreach, data tracking, 
interview scheduling, and candidate follow up as needed. 

2. Prepares and analyzes various reports, documents and presentations with a variety of software 
applications in MS Word, PowerPoint and Excel. 

3. Manages and updates job postings for requisitions and conducts routine QA. 
4. Answers, screens and transfers inbound phone calls and emails. 
5. Resolves administrative problems, inquiries and prepare written responses to routine inquiries. 
6. Completes data entry into ATS such as new resume input, candidate testing, prescreen notes, 

etc. 
7. Supports TA Manager with other duties and special projects as assigned. 

Job Requirements: 

 High School Diploma required. College Degree preferred. 
 3 year’s experience in an Administrative Assistant capacity supporting several individuals within 

a Recruiting and/or Human Resources department required. 
 3 year’s experience working within an Applicant Tracking System (ATS) required. 
 Intermediate to Advanced user of MS Outlook, Calendar, Word, Excel and PowerPoint. 
 Ability to type at least 40 wpm. 
 Excellent verbal/written communication skills required. 
 Ability to navigate multiple applications and learn company specific software. 
 Ability to search and browse internet proficiently. 
 Strong time management skills with the ability to quickly assess priorities and make adjustments 

as needed. 
 Ability to work independently as well as with other team members. 
 Embrace our winning Pearl Culture which promotes our employees’ desires and efforts to serve 

our consumers, coworkers, clients and community by exhibiting our Pearl values of customer 
satisfaction, teamwork & family atmosphere, quality, respect, transparency and innovation. 

The above statements are intended to describe the general nature and level of the work being 
performed by people assigned to this work. This is not an exhaustive list of all duties and responsibilities. 
Pearl management reserves the right to amend and change responsibilities to meet business and 
organizational needs as necessary. 


