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Crusaders Central Clinic 
JOB DESCRIPTION 

Job Title: Healthcare Provider Recruiter 
Job Status: Exempt 
Job Grade: 25  
Manager Title: Director of Human Resources 

POSITION SUMMARY: 
The Healthcare Provider Recruiter is responsible for development and implementation of a provider 
recruitment program and the continued successful recruitment of Medical, Dental and Behavioral Health 
providers.  This position reports to the Director of Human Resources.  
 
ESSENTIAL FUNCTIONS:  
 

1. Accountable for demonstrating the qualities outlined in the “The Crusader Way Customer Service 
Standards of Excellence” program when interacting with patients, their families and friends, and 
fellow employees. 

2. Develop a provider recruitment program and implement strategies for recruiting providers. 
3. Identifies and sources targeted providers using a variety of creative and effective recruitment 

methods.  
4. Screens all candidates to determine quality and fit for the organization.  
5. Presents employment opportunities to candidates with detail and clarity, providing information 

about CCH, compensation plan, benefits, and specific elements of the position.  
6. Responsible for all aspects of candidate interviews, itineraries and site visits. Will escort 

candidates through their interviews and visit.  
7. Understands the immigration process and communicates and coordinates Visa Waiver programs.  
8. Understands and communicates the National Health Service Corps Loan Repayment Program 

information to candidates. 
9. Researches and attends job fairs, conferences and other provider recruitment opportunities as 

needed.  
10. Develops relationships with residency programs, and initiates recruitment efforts with physicians 

in local and regional residency programs and arranges clinic visits and tours. 
11. Develops relationships with Physician Assistant and Advanced Practice Nurse programs and 

initiates recruitment efforts with local and regional academic institutions and arranges clinic visits 
and tours.  

12. Lead contact for provider recruitment search firms.  
13. Maintains a candidate tracking database.   
14. Follows up with all candidates and referring parties in a timely manner after interview to 

determine interest on all parties' behalf.  
15. Monitors the effectiveness of recruitment resources and the provider recruitment program.  
16. Follows-up and obtains feedback from Chief Medical Officer, Chief Executive Officer and 

Department Chairs.  
17. Stays current on regional and national provider hiring trends and practices; researches 

competitor's activities to keep informed of changes impacting CCH’s ability to hire and retain top 
provider talent.  

18. Ensures that recruiting practices are within accepted legal regulations.  
19. Remains current on industry practice and standards by attending relevant seminars and trainings.   
20. Performs other related duties as assigned. 
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QUALIFICATIONS:  

Experience:  
A minimum of two years recruiting experience required; physician and/or healthcare experience preferred.  
 
Ability to:  

 Interact with all levels of staff including the Board of Directors and outside agencies 

 Comply with the standards as outlined in the Code of Ethical & Professional Standards in Human 
Resources Management 

 Follow CCH policies and guidelines 

 Support the mission, goals and values of the organization 

 Work in a team oriented environment 

 Display AIDET (Acknowledge, Introduce, Duration, Explanation and Thank You) in interactions 
with internal and external customers 

 Adapt to changes in the work environment; manage competing demands; change approach or 
method to best fit the situation; deal with frequent change, delays, or unexpected events 

 Be detail oriented with the ability to work with minimum/no supervision   

 Possesses excellent verbal and written communication including negotiation skills; must be 
appropriately persistent and persuasive  

 Develop alternative recommendations and solutions to problems; comparing and analyzing data; 
preparing clear, concise, thorough, meaningful, and grammatically correct written reports, letters, 
memoranda, and other documents  

 Independently plan, organize, prioritize, schedule, coordinate, and make decisions relating to 
assigned tasks  

 Work a flexible schedule including evenings and weekends as required; travel between locations 
and out of town as needed  

 Be highly flexible in varying situations 

 Demonstrate professionalism by approaching others in a tactful manner; react well under 
pressure; treat others with respect and consideration regardless of their status or position; accept 
responsibility for your own actions; and follow through on commitments 

 Conserve organizational resources by being cost conscious   

 Look for ways to improve and promote quality; demonstrate accuracy and thoroughness 
 
Education: 
Bachelor’s degree in Human Resources, related field or equivalent preferred.   
 
Technical Knowledge: 
Other Skills:  Strong computer literacy/proficiency    
 
Equipment:  PC, email, facsimile machine, voice mail system, and common office machines,  
 
Software Knowledge:  Windows, MS Office (Word, Excel, Outlook and PowerPoint) 

 
PERSONAL CHARACTERISTICS: 

 Very strong customer service orientation, positive attitude, friendly, highly self-motivated, directed 
and change oriented  

 Possess the ability to establish and maintain professional working relationships with all levels of 
staff, patients, agencies and the public  

 Willingness to be part of a team-unit and cooperate in the accomplishment of departmental goals 
and organizational objectives 
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Physical Requirement Form 

 
 
Job Title:  Healthcare Recruiter  

 
Physical Demands Continuous 

over 70% 
Frequent 
40-60% 

Occasional 
15-39% 

Rarely 
Up to 15% 

Sitting  X   

Standing   X  

Walking   X  

Climbing    X 

Bending   X  

Pushing / Pulling    X 

Carry  / Lift                     
                                  1-15lbs 

  X  

           15-30lbs    X 

30-50lbs    X 

Fine hand / Eye Coordination X    

Exposure to Blood and Body 
Fluids 

   X 

Exposure to Extreme Heat, Cold, 
Temp Fluctuations 
 

  X  

Exposure to Hazardous 
Chemicals 
 

   X 

Concentration on Detail X    

Oral Communication X    

Written Communication X    

 
Crusader Community Health does not require nor does it expect that an employee lift over 50lbs 
unassisted. Objects in excess of 50lbs should be lifted or moved with mechanical means or a 
team lift. 

 
 
 
Employee Signature: _____________________________ Date:_________________ 
 
 
 
 
 
The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed, as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.  They are representative to the knowledge, 

skills, and abilities that must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions.   
 

 

 


