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Since 1994, Davis Bews Design Group has earned an honored reputation in the residential 
design and drafting industry, with an emphasis on our customer satisfaction and drawing 
excellence. Our passion is to be a heroic company with great people; to form partnerships 
and strive for our bigger future together.  

We are personally committed to establishing a genuine partnership with our clients through 
exciting design, exceptional drawings, and service that exceeds expectations and contributes 
to their success. 

 

Talent Acquisition Specialist 

Note: All positions at Davis Bews Design Group begin as contractor positions 

Overview of Position: 

The Talent Acquisition Specialist is accountable for all aspects of recruiting, sourcing, and 
onboarding new talent. This person will assist in developing the job descriptions, filtering 
assessments, and prescreening and reference checking. This position has the potential for 
the creation and management of an internship program with connections that can be used in 
the future to fill open seats, whether locally or virtually. 

Detailed Job Responsibilities: 

1. Provide professional expertise and support in the design, development and 
implementation of the talent acquisition and review process including posting, 
sourcing, prescreening, scheduling, background checks, references, offer 
preparation, onboarding, retention, etc.) 

2. Recruit full-time, part-time, temporary, contractual, and intern personnel 
3. Participate in various job fairs and prepare efficient network of talent 
4. Develop and implement various strategies for talent retention 
5. Track all candidate statuses and schedule interviews. 
6. Analyze training requirements and align with talent requirements and practices to 

ensure smooth onboarding process 
7. Participate in various special projects and ensure optimal utilization of all development 

resources. 
8. Develop effective relationships within the organization and the hiring community to 

have influence and impact the recruiting process and hiring. 
9. Develop, initiate, and maintain effective programs for workforce retention, promotion, 

and succession planning. 
10. Create and maintain an environment of equal employment opportunity, diversity and 

competitive advantage 
11. Develop and implement creative and innovative sourcing strategies and techniques 

to build a pipeline of qualified candidates. 
12. Build internship program and manage interns 
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Education / Qualifications: 

1. At least 3 years of experience in recruiting and talent management required 
2. Associate’s degree or higher in HR-related field 
3. Experience recruiting in the architectural industry a plus 
4. Superior verbal and written communication skills. 
5. Proficient with Microsoft Office Suite  
6. Excellent interpersonal, counseling, and negotiation skills. 
7. Strong presentation skills. 
8. Excellent leadership skills. 
9. Strong analytical and critical thinking skills. 
10. Thorough understanding of recruiting methods and best practices, as well as 

applicable policies and federal, state, and local employment laws and regulations. 

 


