Job Title: HR Associate (US Recruitment)
Industry: Construction
Job Type: Full-time
Location: 100% Remote
Work Schedule: U.S. Business Hours (Graveyard Shift in Philippine Time)

About the Role
Team Outsource is seeking an experienced HR Associate with a strong background in U.S. recruitment to join our client’s team within the construction industry in the United States.
The ideal candidate will have hands-on expertise in end-to-end talent acquisition, sourcing candidates through major recruitment platforms, and managing recruitment data with precision. This role requires a self-driven professional who can independently manage the full recruitment lifecycle while maintaining accurate HR records.
This is NOT an entry-level position. Only candidates with proven end-to-end U.S. recruitment experience will be considered.
Key Responsibilities
Recruitment & Talent Acquisition
· Manage end-to-end U.S. recruitment cycles, from job posting to offer and onboarding
· Source, screen, and engage candidates using platforms such as Indeed, ZipRecruiter, iHire, and LinkedIn
· Develop and post compelling job advertisements to attract qualified candidates
· Conduct initial phone/video screenings to assess candidate fit for role and culture
· Coordinate and schedule interviews between candidates and hiring managers
· Build and maintain a strong pipeline of active and passive candidates for current and future openings
· Negotiate offers and manage candidate communication through the closing process
· Track and report on recruitment metrics (time-to-fill, source effectiveness, pipeline health, etc.)


Data Management & HR Operations
· Maintain accurate and up-to-date candidate and employee records in the HRIS/ATS
· Manage recruitment and employee data using ADP (preferred) or similar HR systems
· Ensure data integrity, confidentiality, and compliance with company policies and applicable regulations
· Generate recruitment and HR reports for leadership as needed
· Support onboarding documentation and new hire data entry

Stakeholder Coordination
· Partner closely with hiring managers to understand role requirements and team needs
· Provide regular updates on recruitment progress and pipeline status
· Ensure a positive candidate experience throughout the hiring process

Required Qualifications
· Minimum 6 years of recruitment experience, with a proven track record in end-to-end hiring and talent acquisition
· Strong, demonstrated experience in U.S. recruitment processes and compliance
· Hands-on expertise sourcing and hiring through Indeed, ZipRecruiter, iHire, and LinkedIn
· Solid experience with recruitment/HR data management
· Excellent communication, negotiation, and interpersonal skills
· Strong organizational skills with high attention to detail
· Ability to manage multiple requisitions simultaneously in a fast-paced environment

Preferred Qualifications
· Hands-on experience with ADP (strong advantage)
· Experience recruiting across multiple industries or role types
· Familiarity with applicant tracking systems (ATS) beyond the platforms listed above
· Bachelor's degree in Human Resources, Business Administration, or a related field


Work Requirements
· Ability to work during US business hours (graveyard shift in Philippine time).
· Comfortable using time-tracking tools such as Hubstaff.
· Reliable internet connection and a complete remote work setup.

Why Join T.O.?
· Work with a fast-growing and dynamic virtual assistant agency.
· 100% Remote Work—Work from anywhere!
· Opportunities for professional growth and leadership.
· A supportive team that values your expertise and contributions.

