
 

 
 

 

We are currently looking for a Recruitment Coordinator with languages, to be based in our 

Talent Delivery Center Office in Warsaw.  

The Role:  

If you already have administrative experience, either in HR, recruitment or other field or you 

are willing to begin your path within global recruitment company, then this opening is for you! 

On the job, we guarantee daily contact with English, providing support for global Clients 

located in EMEA region! 

Responsibilities: 

• Support the team in all administrative tasks throughout recruitment process 

• Schedule phone and face to face interviews  

• Prepare documents for recruitment team  

• Post jobs using dedicated job boards  

• Work with applicant tracking system / data base 

Skills and Experience: 

• Previous administrative experience, preferably in HR or recruitment  

• Fluent English or combination of English and German/French/Italian  

• Openness for further development in talent sourcing/recruitment area - desirable  

• Readiness to work in constantly changing environment  

• Excellent communication skills  

• Organizational and priority setting skills  

• Ability to work flexibly in a highly demanding environment  

• Capabilities to work with an international team and an international environment  

• A strong knowledge of Word, Excel and PowerPoint 

We offer: 

• Opportunity of professional development on recruitment projects for global brands  

• Truly international organization – we speak over 17 languages in our office  

• Support of buddy at the beginning of your work  

• Dedicated training opportunities  

• Work – life balance environment  



 

 
 

• Package of benefits: language classes (German, French, English, Polish, Italian and 

Spanish), gym membership card, medical health insurance  

• Multicultural team building activities 

About Us:  

Futurestep is the global industry leader in high-impact talent acquisition solutions, offering fully 

customized, flexible services to help organizations meet their specific recruitment needs. As 

part of the Korn Ferry Group, Futurestep provides its employees with a truly global opportunity 

to work with the best clients, as well as the best tools, technologies and expertise in the 

industry. We pride ourselves on high quality execution, encourage a culture of ongoing career 

development and recognise performance and commitment. We’re passionate about what we 

do, and we strive to make a positive impact, not just on the lives of our clients and candidates, 

and our colleagues too. At Futurestep, we take great pride in attracting exceptional people 

and giving them every opportunity to develop their potential and enjoy a career with impact. 

 


