
QPS Employment Group, Inc. 

Job Description 

 

Job Title: Placement Coordinator      Reports To: Branch Manager/Assistant Branch Manager 

 

Summary 
Placement Coordinators are a major part of the interview, recruitment and placement process.  Duties may include screening, selecting 

and placing associate employees according to specifications of our client companies, as well as follow up with those clients and 

associate employees to ensure customer satisfaction.  

 

Essential Duties and Responsibilities 

This list is not all inclusive and may be added to as management deems necessary. 

 

 Perform searches for qualified candidates according to relevant job criteria using computer databases, networking, internet 

recruiting resources, cold calls, media and employee referrals 

 Build relationships with client companies to stay abreast of current and future hiring and business needs 

 Maintain communication with clients as well as candidates to keep them up to date on order status 

 Document all applicant and client information correctly 

 Perform interviews with potential candidates, write resumes and conduct all necessary background checks 

 Handle a fast pace environment and multitasking 

 Operate with professional and confidential mannerism 

 Employ high levels of integrity 

 Utilize effective time management 

 

Qualifications 
 
Education and/or Experience 

 High School diploma or GED required 

 1-2 years of related experience or Associate’s degree 

 Knowledge of Microsoft Windows programs (Word, Excel, Outlook) 

 

Language Skills 

 Ability to read, write, speak, and comprehend the English language (and Spanish where applicable) 

 Ability to communicate effectively with clients, employees, and co workers 

  

Mathematical Skills 

 Ability to balance data 

 

Reasoning Ability 

 Ability to use critical thinking and deductive reasoning to solve problems and handle difficult situations 

 Ability to apply and enforce HR legal requirements 

 

Physical Demands 

While performing the duties of this job, employees are regularly required to sit, talk, hear, and see the computer data.  Employees are 

also required to use both hands for either using the computer alone or using the computer to take notes or make records while on the 

telephone.  Upon request, reasonable accommodations will be considered to enable individuals with disabilities to perform the 

essential functions. 

 

Specific vision requirements are being able to use near vision and the ability to see at close range.  

 

Work Environment 

Business attire is required.  Some travel is required.  Reliable transportation is needed along with a valid driver’s license, meeting a 

satisfactory driving record through a driving record check and 100/300/100 auto insurance coverage. 

 

 
This job description is a general description. It is not intended as an employment contract, nor is it intended to describe all duties 

someone in this position may perform.  All employees of QPS are expected to perform tasks as assigned by QPS 

supervisory/management personnel, regardless of job title or routine job duties. 


