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POSITION:  		Recruiting Associate 
REPORTS TO: 	Executive Search
PROCESS:		Apply at www.turnkeyse.com
			

COMPANY BACKGROUND:
Turnkey Sports & Entertainment (Turnkey) is an advisory firm in the sports and live entertainment industry.  The firm specializes in two key practice areas: 
· Turnkey Intelligence:  provider of a wide range of insights, analytics and data solutions to the sports and entertainment industry via our custom product suite (currently featuring Surveyor, Prospector G-2, and Activator).  
Turnkey Intelligence executes the collection and analysis of consumer feedback for sports teams and live entertainment, provides lead scoring and automation tools to ticket sales groups, and advises teams and properties on how to use data to become more efficient and effective businesses.
Turnkey Intelligence is dedicated to creating and building in-house, smart applications for sports and entertainment businesses (presently) and sports and entertainment consumers (3-5 year plan).
· Turnkey Search:  sports industry market leader in executive search, job boards, applicant tracking systems, resume writing and human resource services.  
Our client list includes more than 70 teams, leagues, and brands including the Kansas City Chiefs, New York Jets, United States Tennis Association (USTA), LA Dodgers, Philadelphia Eagles, WWE, Fenway Sports Group (Boston Red Sox), National Hot Rod Association (NHRA), Detroit Red Wings, Maloof Sports & Entertainment, Feld Entertainment, NFL, NBA, MLB, NHL, and MLS.

We are a growing, dynamic and curious entrepreneurial company. Our work environment is fun and energetic. We are looking to add the next piece to our team that will help us over-service and anticipate the future needs of the fast-paced sectors of sports and entertainment.  

Located in beautiful and quaint Haddonfield, NJ, a suburb approximately 10 miles east of Philadelphia, Turnkey Sports and Entertainment provides an appealing working environment and is extremely well-positioned for continued growth. All employees are based out of Turnkey’s corporate headquarters.


POSITION SUMMARY
The Turnkey Search Recruiting Associate (the “Associate”) will focus his or her energy on our executive search practice. This role is all encompassing. Turnkey Search is a boutique search firm and enables our employees to be active contributors in all areas including business development and new client cultivation, improvement of processes and procedures, ideation of new software tools, etc.
The Associate will be a direct contributor to our overall business and serve as an assistant to the Senior Recruiters, Director of Recruiting, and President for search related needs. Specifically, the Associate will assist the recruiters by performing the following tasks:
· Research, develop, contact, and update candidate target list for searches.
· Provide research and background information on current and prospective clients and positions; organize information in a format which can be sent to potential candidates.
· Assist in the development of position descriptions, candidate memos, contact reports and business development collateral on behalf of Turnkey Search.
· Conduct informational interviews and position/search specific interviews with potential candidates, as needed.
· Maintain and update internal systems including Turnkey CRM, ATS systems, Turnkey Candidate Profile, etc.
ESSENTIAL DUTIES
This person will be responsible for assisting in all executive search functions for Turnkey Search including, but not limited to, the following:
· Analysis of resumes from applicants.
· Creation and delivery of correspondence and status reports to client.
· Maintaining contact management software.
· Reference checking.
· Monitoring and utilizing our Microsoft CRM system and all online applicants.
· Participating in meetings with other partners of Turnkey.
· Canvassing the sports industry and related industries for prospective new clients and candidates.
· Developing strategies to increase the awareness, market presence and market share of Turnkey Sports’ executive search practice area.
· Any other tasks, as assigned by the Director of Recruiting, Senior Recruiter or President to support the overall goals of this company.
QUALIFICATIONS
· One (1) to three (3) years experience in recruiting support and/or human resources; and/or internship experience working for a global search firm in a recruiting support role.
· Tremendous work ethic and a passionate interest in pursuing a career in recruiting/human resources.
· Bachelor’s degree or Master’s Degree, preferably in business, human resources, psychology, sociology, or related fields.
DESIRED SKILLS & CHARACTER TRAITS
· Excellent verbal and written communication skills.
· Rigorously detail-oriented.
· Highly organized and regimented with proven ability to multi-task in a fast-paced environment.
· Critical thinker and problem solver.
· Strong team player with proven ability and desire to work in a team-based environment.
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