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Job Description  

  

  

Role: Associate/Associate Consultant  

Location: Gurgaon  

  

RGF India is wholly owned subsidiary of RECRUIT Holdings, world’s 4th largest Recruitment Services. 

RGF stands for Recruit Global Family, a global brand of the Recruit Group in Japan ane we are a 

US$22 billion group, headquartered in Japan. We have our presence in India with a strong network 

of industry specialist consultants. We made our portfolio stronger by the acquisition of Indeed and 

Glassdoor. 

 

RECRUIT was first listed at the Tokyo Stock Exchange in 2014 and has been a top and consistent 
performer ever since.   

  

Our Purpose: Unleash the potential of talent and be a bridge to a better world.  

  

  

Job Responsibilities:  

  

The position is an exciting opportunity for young professionals willing to experience a corporate 

environment and gain cross-sector knowledge. The learning curve for someone in this role is 
extraordinary if the individual participates with full enthusiasm and fire in the belly.  Able to 

understand RGF’s vision, mission & values.  

  

  

Candidate Management:  

  

• Understands job descriptions and creates search criteria based on client's Job Order (JO) and 

expectations on time.   

• Sources from the following: internal database, LinkedIn, job board, RGF website; Advertises 
job postings on job boards.  

• Takes basic candidate interview notes and uploads them to the internal database by 
following RGF SOP.  

• Prepares the candidate for an interview with the client.  

• Follows up with the client to get their feedback on each candidature.  

• Analyse the feedback and use it for the next round of sourcing.  

• Communicates offers to candidates in an effective and timely manner.   

• Gathers feedback from candidates if they are keen on the offer, as well as understands and 

manages their expectations.  

  

  

 

 

 



 

 
 

 

Client Management:  

  

• Do research on the client and open job orders before engaging with the client & candidate.  

• With the help of your manager, get feedback to serve the client better, maintains a positive 
attitude even if the feedback is negative, and takes accountability.  

• Able to "farm" orders and deliver on them to meet client expectations promptly.  

• Builds good industry knowledge.  

  

Business Development:   

  

- Research prospective clients in the industry for new business.    
  

  

Personal Attributes:    

- Strong written and oral communication skills.   

- Highly organized, disciplined and a self-starter with the ability to prioritize multiple tasks and 

deliver deadlines with attention to detail.   

- Should have strong networking skills.   

- Adaptability / Willingness to Learn: Should have general knowledge and desire to learn.   

- Should have good presentation skills. Perseverance: Go-getter attitude, with a proven ability 

to work hard with full integrity.   


