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	Job Title: Onboarding Specialist

	Department: Human Resources
	Reports to: Recruitment Business Partner
	Date: 15/04/2026

	Location: Diamond House
	Grade: Staff Group
	☒ Permanent
☐ Temporary


Our Story
Birmingham Airport is the UK’s seventh‑largest airport, with 30 airlines connecting customers to over 120 direct destinations and more than 400 worldwide. We’re set to grow to more than 18 million passengers a year by 2033, supported by the arrival of HS2, which will link us to central London in just 37 minutes. By the same point, we aim to be a net zero carbon airport.
Our purpose is simple: Proud of Every Journey. Every colleague at Birmingham Airport plays a vital role in helping customers travel safely, smoothly and comfortably from A to B, contributing to an experience we can all be proud of.
We’re creating a kind, values‑driven workplace where people feel empowered to do their best. Our values — Curious, Dedicated, Inclusive, Respectful and Supportive — shape how we work together and how we serve our customers, always with safety and security at the heart of what we do.
Our strategy is built around seven pillars: Growth, Customer, Neighbour, Efficiency, People, Safety & Security and Carbon. Together, they guide how we operate, how we make decisions and how we continue to deliver an airport we can all be proud of.

About the role
Summary
The Onboarding Specialist plays a vital role in delivering compliant, efficient and positive pre‑employment, referencing and onboarding processes across all areas of the Airport. Reporting to the Recruitment Business Partner and working closely with both the Talent Acquisition Specialist and the Operational Recruitment Lead, this role ensures that all successful candidates are screened, referenced and onboarded in line with Employment Law, CAA regulations and internal standards.
You will act as a key point of contact for new starters, hiring managers and the wider recruitment team, ensuring a smooth transition from offer to start date and supporting a high‑quality candidate experience.
Duties and Responsibilities
· Oversee the end‑to‑end onboarding process, ensuring all pre‑employment and referencing checks are completed accurately and within required timeframes.
· Conduct and verify pre‑employment checks, including referencing history, right‑to‑work checks, training requirements and regulatory screening.
· Maintain accurate and up‑to‑date information across HR trackers, onboarding systems and candidate files.
· Ensure all onboarding documentation is collected, verified and processed promptly, including any changes or adjustments required to meet deadlines.
· Work in close partnership with the Talent Acquisition Specialist and the Operational Recruitment Lead to ensure a seamless handover from offer stage to onboarding.
· Engage with candidates throughout the onboarding journey, providing clear updates on screening progress, documentation requirements and expected start dates.
· Provide regular updates to hiring managers, supervisors and internal stakeholders on onboarding progress and compliance status.
· Ensure all onboarding activity meets compliance standards, regulatory requirements and internal SLAs.
· Support the Recruitment team by posting vacancies, processing candidates and moving them through the various stages of the Applicant Tracking System (ATS).
· Support the Recruitment and wider HR team with assessment days, interviews and other recruitment activities as required.
· Liaise with candidates to gather outstanding information, resolve queries and ensure a positive onboarding experience.
· Present a professional, approachable and customer‑focused manner at all times.
· Assist with general administrative tasks, including file audits, inbox management and reporting.
· Escalate issues or delays in the onboarding pipeline promptly and appropriately.
· Contribute to continuous improvement by identifying opportunities to enhance onboarding processes and candidate experience.

Essential Experience
Skills & Behaviours
· Strong communication and interpersonal skills, with the ability to engage confidently with candidates, managers and internal teams.
· Highly organised with excellent attention to detail and the ability to manage a busy workload.
· Competent user of IT systems, including Microsoft Outlook, Excel and other digital tools.
· Ability to work both independently and collaboratively as part of a wider team.
· Proactive, solutions‑focused approach with the confidence to escalate issues when required.
· Commitment to delivering a professional, timely and positive onboarding experience.
· Willingness to learn, adapt and develop new skills.
Experience
· Experience in an administrative role within HR, recruitment, compliance or a similar environment.
· Experience supporting recruitment or onboarding processes.
· Demonstrated ability to manage documentation, scheduling and process‑driven tasks accurately.
· Understanding of pre‑employment checks, referencing or compliance requirements.
· Knowledge and experience of Airport Gateway and ID Gateway software and ID Centre Code of Conduct.
Desirable Experience
Experience working in a regulated environment (e.g., aviation, security, transport, healthcare).
Familiarity with HRIS, ATS or onboarding platforms.
Knowledge of employment legislation relating to onboarding, right‑to‑work and pre‑employment checks.
Experience supporting assessment days, interviews or wider recruitment activities.
Awareness of modern onboarding and candidate‑experience best practice.
CIPD qualifications (or working towards) are desirable but not essential. 

	The Airport Company reserves the right to vary the duties and responsibilities of staff under conditions prescribed in local agreements. Thus, it must be appreciated that the above duties may be altered as the future changing needs of the service may require.



	Form Template
	Document No.
FM-HR-00-006
	Rev 1.0
Date: 09/06/2023
	Page 1 of 2

	UNCONTROLLED WHEN PRINTED



	Form Template
	Document No.
FM-HR-00-006
	Rev 2.0
Date: 09/04/2026
	Page 1 of 2

	UNCONTROLLED WHEN PRINTED


[image: ]
image1.png




image2.png




image3.png




image4.png




image5.png




image6.png
SUPPORTIVE





image7.png




image8.png




image9.png
SUPPORTIVE





image10.png




image11.png
-

o O . .
:

~ 0 - . o 7 . o
DJPperaaN g fay Al BN
NIRE IR nIrcin
vﬁ‘,“ ‘ [ I N U JJ . I DR
~ O
N . L
R O
. 1 S ia f
L/ \J [ \J F// \\Ejj 5 J A

Proud of every [eurmncy




image12.png




image13.png




