
 
NOTICE OF JOB OPENING 

Talent Acquisition Specialist 
Internal and External   

 
  

Opening Date: 6/10/2026                                                                                                  Closing Date: 6/15/2026 

Classification: Grade 10, Exempt $76,502 annually  
 

Summary of Job Duties and Responsibilities: THE TALENT ACQUISITION SPECIALIST oversees employment and 
recruitment activities, pre and post onboarding activities, and the Water Ambassador Program; contributes to HR metrics 
reporting and policy revisions; oversees developing and revising job descriptions; actively participates in community 
engagement and workforce development; assists with strategic recruitment planning; develops and utilizes relevant computer 
systems; coordinates meetings and schedules events; and assists with additional HR assignments while performing; ensures 
confidentiality and compliance in all areas of human resources; and other duties as assigned. 

Knowledge, Skills, and Abilities 
• Knowledge of human resources laws and regulations  
• Knowledge of proper rules of grammar, spelling, punctuation, and excellent writing skills.  
• Knowledge of business communication. 
• Knowledge of MS applications, i.e., Word, Excel, PowerPoint, etc. 
• Knowledge of math for reporting and analyzing job-related data. 
• Knowledge of electronic filing procedures and systems  
• Knowledge of record keeping practices. 
• Ability to extract and analyze information. 
• Ability to organize and synchronize a variety of HR activities. 
• Ability to interpret and apply policy and procedures. 
• Ability to plan and schedule work activities. 
• Ability to maintain confidentiality of information. 
• Ability to deal with employees and the public tactfully. 
• Ability to communicate at above-average level orally and in writing. 
• Ability to follow written and oral instructions. 
• Ability to use computer software to develop and utilize programs, i.e., spreadsheet, database, and presentation software.  
• Ability to analyze non-complex administrative details i.e. compiling routine reports, prioritizing work assignments, etc. 
• Ability to research, extract information and compile information into reports. 
• Ability to set up and maintain filing systems and to file accurately – alpha or numeric. 
• Ability to proofread and edit accurately. 
• Ability to verify data. 
• Ability to engage in research and recommend creative sourcing for active and passive recruiting, referral sourcing, and job 

boards. 
• Ability to identify opportunities and build professional relationships with associations, universities, community-based 

organizations, social and internal and external networking events. 
• Ability to report on search progress including candidate pipelines and diversity initiatives. 
• Ability to follow-up with candidates and managers to obtain feedback regarding selection and status of the recruitment 

process in a timely and responsive manner. 
• Ability to influence the selection processes and hiring decisions based on the competencies for each role and selection 

best practices. 
• Ability to stay current with the latest trends in all social platforms to ensure maximum exposure of career opportunities. 
• Skilled in developing strategies to source, attract, recruit, and select high quality candidates against defined criteria for 

multiple divisions and program areas. 
• Skilled in use of innovative sourcing channels to convert hard-to-find passive talent including social media, resume mining, 

diversity resources and networking. 
• Skilled in delivering results with minimal supervision. 
• Skilled in calculating and analyzing selection and onboarding metrics. 

 

Minimum Qualifications 
Bachelor’s Degree with specialization in Human Resources, Business, Organizational Management, Communications or related 
field of study or equivalent combination of education and experience. 

  AND 
Three years of experience in a professional-level human resources role or equivalent position with at least two (2) years of 
experience recruiting.  

 
Preferred Qualifications  

• Human Resources Certification Institute Certification (HRCI) – SPHR or PHR 
• Society for Human Resource Management (SHRM) - SHRM–SCP or SCP or CP certification.  
• Demonstrated experience successfully executing a recruiting strategy that is inclusion focused. 

 
 



Special Requirements 
• Must pass a criminal background check (all positions if filled by an external candidate). 
• Position requires occasional local travel with a valid Driver’s License, up-to-date auto insurance, and a good driving 

record. 
• Must have a valid Arkansas Driver’s License. 
• Must be a high-performing, innovative, values-driven, informed, and passionate individual. 

 
Work Conditions  
Works in a heated and cooled typical office environment. 
 
 
The above describes the general content and requirements for this job.  It is not intended to be an all-inclusive list of duties, 
responsibilities, or requirements. 
 

. 
 

 
   Application must be completed to be considered for the position. 
 

Central Arkansas Water is an EQUAL OPPORTUNITY EMPLOYER that does not discriminate in its employment practices. 
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