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CANDIDATE CONSULTANT 
 

The Company 

KiwiOz Nannies is London’s go-to premium Nanny match making service. Placing Kiwi and Australian 

Nannies in London families since 2002. But we are different to most Nanny Agencies. We take into 
account each family’s and nanny’s requirements on an individual basis, our years of experience, our 
empathy and understanding, to really listen to what families and nannies need. Our goal is always to 
find our families the right nanny, at the right time, and to work with every family long term, supporting 
them as their needs and family evolve. 

By joining KiwiOz Nanny’s, you will be joining an experienced team, with the knowledge and intuition 
to know exactly what makes a successful nanny/family relationship. We look beyond CVs and job 
descriptions to find a natural fit based on personality and values, time after time, initiating happy 
working relationships that develop into lifelong friendships. This is because, we know what it’s like to 
care for children. Everyone who works at KiwiOz has a background in childcare, not sales, which 
means we understand the unique relationship dynamic between a family and their nanny and we all 
genuinely care about children.  

 

The role 

As a Candidate Consultant, you will play a crucial role in the company, often the first point of 
contact for new candidates and returning candidates, you will be relied upon to make a great first 
impression. You are very much the face of KiwiOz for our Nannies, talking them through the process, 
explaining how we support them and how to be successful in securing a role.  

This role is best suited to someone who has strong communication skills, an innate ability to multi-task 
with extremely strong organisation skills. You will be required to think clearly and decisively in the 
moment whilst talking to and interviewing candidates, flexing your advice and questions to get a 

good understanding of each individual’s experience and personality. We will expect you to use your 
common sense and intuition, alongside the KiwiOz matching process, and a number of KiwiOz 
‘desirable criteria’, to decide if a candidate is suitable. You will then need to be able to sell that 
candidate to the consulting team, highlighting their strengths and weaknesses, important personal 
characteristics and role requirements, so they have the knowledge to make the right match. In 
addition, you need to have a good eye for detail, and a curious mind when interrogating candidate 
CV’s, references and qualification documentation, to ensure the story they are telling us makes 
sense. You need to be convinced that they are genuine and capable of representing KiwiOz and 
caring for children. Our candidates are our product, so our screening and onboarding process is 
fundamental in selecting the right candidates.  

You are responsible for your own performance, but also for paying into the team, and working 
cohesively for the ultimate benefit of our clients and the business. You are expected to always act 
with integrity, keeping the interests of business front of mind, setting an example, always embodying 
the company values and ethos.  

You will strive at all times to be positive, proactive and professional.  

 

Key responsibilities & accountabilities  

Candidate Liaison 

The core of the role is working with Candidates to understand their experience, personality and 
qualifications in order to recommend them to, and match them with a KiwiOz Family.  

- You are often the first point of contact for nannies, responsible for making the best first 
impression, and ensuring they know why they should work with KiwiOz Nannies over any other 
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Nanny Agency. Listening first, and tailoring how you present the agency accordingly, 
depending on their requirements.  

- You will guide nannies through our matching process, listening to their needs, demonstrating 
empathy, and always delivering considered and tailored advice and guidance throughout. 
You will always appear expert, patient and positive, providing solutions to solve their 
problems.  

- You will be able to ascertain if we want to work with a Nanny, if they have realistic 
expectations and align with the KiwiOz ethos, looking to join a family, not just to do a job.  

- You are comfortable explaining to a candidate why they might not be suitable or a good fit 
for a KiwiOz Family. As first point of contact, you are making an initial assessment on each 
candidate, declining candidates to maintain the KiwiOz standard and reputation. Following 
initial assessment process and criteria, to avoid wasting time on unsuitable candidates that 
are unlikely to convert into a successful placement, or not be able to hold on to a role, 
resulting in the team needing to replace within the 6-month guarantee period.  

- You will be able to work efficiently, whilst always delivering a professional and personal 
service. Making every candidate feel listened to, supported and valued.  

- You will be confident and capable of talking about all aspects of the KiwiOz Service, our 
Matching Process, the different types of roles we hire for, (Live In, Live Out, Junior 
Nanny/Mother’s Help, After-school/Family Assistant, Temp, Baby-sitting, Part-time), our 
Business T&C’s, our Guidance Documents and any other services we offer. You need to make 
sure you are always fully up to speed with total clarity, raising any questions or concerns to 
management, to ensure you can answer all questions from candidates.  

- You will be comfortable referring difficult conversations and tricky candidates to a senior 
member of the team, whilst upholding the company values of honesty and transparency, 
human and approachable, kind and caring at all times.  

- You will aim to flex your advice to each candidate based on their experience and 

background, guiding them and encouraging them to fully articulate their experience to 
ensure we can create a really desirable profile that attracts the right type of family for them; 
ensuring they receive the benefit of your experience, and knowledge of the market. We 
have a range of candidates, with different levels of experience, so this is a crucial part of the 
role that you will strive to become really good at. You will work hard to give them confidence 
and reassurance throughout, to set them up for success, and build loyalty to KiwiOz.  

- You will have an innate ability to quickly build rapport and trust over the phone, ensuring 
candidates always feel confident that KiwiOz will always find the right family for them.  

- You will appear fair at all times, not biased to the family or the nanny, providing a balanced 
view, demonstrating that at KiwiOz we care equally about the happiness of both our families 
and our nannies, with a duty of care to both.  

- You will be comfortable managing up a large active database of live candidates on a day 
to day basis, whilst still delivering a personal, tailored and responsive service.  We often 
receive in the region of 20-30 new enquires per week, with the aim of completing 5-10 

registrations per week as a company, whilst screening registered candidates and following 
up unresponsive candidate enquiries. You will be responsible for registering at least 5-8 
candidates a week depending on the volume of enquiries and the time zone of applicants.  

 

 

Registration  

- Responsible for ensuring that all suitable applicants are registered as soon as possible, taking 
into account their availability and the teams’ workload. At Registration our focus is gaining all 
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the information we need to write a great personal profile, as well as checking all information 
shared makes sense and aligns to documents. It is also our main opportunity for getting to 
know them beyond their experience, selling them on working with KiwiOz, and getting them 
bought in. You need to allow 45 – 60 mins per registration so the candidate doesn’t feel 
rushed, and leaves feeling valued and supported.  

- Ability to work across time zones, managing candidates, and ensuring they are aware of 

meetings/calls in their time zone. 

- Keep and maintain an open dialogue with Family Consultants around registration targets 
and quality of profiles. Be open to suggestions on restructuring and improvements.  

- We need a constant stream of new candidates across all roles, so it is important to 
understand the ratio’s between types of roles and candidate applications to ensure we have 
the candidates to fill the roles available. You will work with the Senior Candidate Consultant 
and Consulting team to ensure we have the right balance of candidates, in line with family 
enquiries. This information will inform your advertising strategy each week. Be prepared to be 
flexible and ready to adjust and respond quickly.  

- Responsible for ensuring sufficient numbers of suitable candidates are being registered each 
week with the rest of the team, and that profiles are being completed to a high standard, 
always reflecting the strengths of a candidate, looking at highlighting their experience, and 
bringing out their personality and stand out characteristics. This will evolve and grow as the 
company does, so it is important to track.  

- Enquiries vs Leads – It is important to track the number of enquiries, where they’ve come from 
and the number of good quality leads of a high enough standard to register. You will work 
with the Senior Candidate Consultant to access quality and feedback to the Brand and 
Marketing Director on lead quality and number of enquiries, so they can manage the lead 
budget and Google Search, PPC and Display Ad mix.  

Screening 

- Document Checks – it is your responsibility to check and approve all documents supplied by 
each candidate. Checking dates and validity. You will be responsible for ensuring this 
application process is managed and completed for all candidates before they accept any 
roles, and certainly before they start a role.   

- Referencing – you are responsible for managing the referencing process, whether you are 
completing a reference yourself, or working with a Referencing assistant. You will ensure all 
candidates have a minimum of 3 references from the last 3 years, ideally in childcare, but if 
not, at least references from their last two roles, and their most recent childcare reference. 
The purpose here is to check that all information supplied by the candidate is accurate, and 
that they have good character and capability references. Your overall responsibility is to 
ensure each candidate is suitable for working with children and representing KiwiOz. You will 
have to use your initiate, as each candidate will be different, and sometimes flex 
accordingly, keeping the purpose of the process in mind. KiwiOz works with candidates on a 
KiwiOz attitude and mentality, not just on experience. You will be responsible for ensuring this 
application process is managed and completed for all candidates before they accept any 
roles, and certainly before they start a role.   

- First Aid – All candidates need a valid Paediatric First Aid Certificate. You will be responsible 
for ensuring they do or booking them onto the next First Aid Course. You will need to send 
them the pre-read documentation and process their payment for the course. We would like 
you to always welcome candidates when they come in for the course, as another chance to 
meet and build rapport and loyalty. You will be responsible for ensuring this application 
process is managed and completed for all candidates before they accept any roles, and 
certainly before they start a role.   
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- Police Checks – All nannies need a valid police check issued in the last 6 months. If they have 
been in the UK longer than 12 months, then it would be a UK police check, otherwise it will 
need to be from their country of residence. You will be responsible for ensuring this 
application process is managed and completed for all candidates before they accept any 
roles, and certainly before they start a role. In extenuating circumstances, the consultant will 
put in place a waiver with the family.  

- Good candidates will be placed quickly, so you will need to constantly be aware of 
candidates on the urgent list, likely to get an offer, or about to accept a role and start to 
ensure all aspects of the screening are completed in time. Keep a dialogue with the 
Placement Consultants on urgent candidates, and any issues you are having on completing 
screening, so they can manage client expectations.  

Nanny Workshop  

- It is mandatory for all new KiwiOz Nannies to attend the Nanny Workshop. This is a great 
opportunity for them to meet other KiwiOz Nannies, prepare for Interviews, prepare for their 
first day in a new role, and learn what to expect once they start, as well as get a clear 
understand of how we can support them ongoing. You will be responsible for ensuring that all 
registered Nannies attend the next Nanny Workshop scheduled and show up. Sending the 
invite, the key information about the day, and reminding them by text the day before. You 
will keep the attendee list, and make sure the person hosting is aware in advance who to 
expect on the day; Name and stage of the process. This will often be our first touchpoint with 
them after registration, and a major opportunity to prepare them and improve the chances 
of each nanny getting placed, so a vital step in conversion of leads. You will follow up with 
the candidates after the workshop and share the presentation with them.  

Temp & Babysitting candidates  

- Once a candidate is registered with us, and they have passed all aspects of the screening 
process, they are eligible for Temp Roles and Babysitting with existing or searching clients. You 
will be responsible for making sure that this is marked on their profile, so it is easy to put them 
forward for suitable roles as they come up, whilst they search for permanent roles. You will ask 
them at registration if they would like to be put forward for these roles whilst they search. This 
element of our service is as a nice to have for clients, but also for nannies, to help them boost 
a part-time role with flexible additional hours. We would be looking for you to encourage 
candidates to keep us updated on their preferences here, updating the database 
accordingly.   

- You will work closely with the Placement Consultants to recommend candidates and support 
them to quickly fill short term or fast turn-around roles.  

Advertising  

- We advertise to ensure KiwiOz is front of mind whenever anyone is looking for a new role, 
ensuring we have brand visibility on all job search platforms. This need to work in conjunction 
with Google Search, making sure we are spending in the right channels, boosting and paying 
for space where appropriate, and where we get a good ROI. 

- You will have overall responsibility for managing the advertising budget and achieving best 
ROI possible, sending monthly reports to Senior Management with an assessment of 
performance and adjustments you plan to make to improve ROI.  

- You will maintain a monthly report on how each platform is performing to ensure allocation is 
achieving the best possible ROI: vis a vis number of candidates applying through that 
platform / # of those applicants we register / # of registered applicants placed, allocating 
budget as appropriate. 

- Ensure the design of adverts is aligned to brand guidelines. You can test options if you don’t 
feel we are getting the right response, working closely with marketing to access options. 



 

 

KiwiOz Nannies. Registered in England. Company no: 05388046. 

Registered office: Unit 1F, Clapham North Business Centre, 26 – 32 Voltaire Road, Clapham SW4 6DH. kiwioznannies.co.uk 
 

Keep a record of what performs best and change as applicable throughout the different 
platforms. 

- Responsible for making sure we are always advertising a range of desirable roles, to ensure 
we have good brand and service awareness, pulling a good balance of candidates, safe in 
the knowledge that even if the role we advertise gets filled quickly, that we are likely to have 
a similar role to put that candidate forward for.  

- Responsible for liaising with the Placement Consultants on any roles they are struggling to fill, 
and ensuring you advertise that role as a matter of urgency.  

Events and Community Building 

- Nanny Social Events – As a key point of contact with Nannies, building the initial relationship, 
you will be required to support on encouraging nannies to attend social events, to 
encourage community building and networking.  

- Playgroup & Kids Events – Remind new candidates that we host a weekly playgroup and 
monthly kids’ events and encourage them to come along.  

- Facebook Group – Signpost newly registered candidates to our Facebook Group for KiwiOz 
Nannies as a showcase of our community and the family they have joined, remind them that 
they can find all events and updates through this platform, but also via our E-Newsletter. 
Encourage them to contribute and be an active member of the community.  

- Proactively seek out events and opportunities to gain new candidates.  

Customer Relationship Management & Reporting  

- You will take responsibility for the quality of the data and information you input into CRM 
System, ensuring you leverage the full functionality of the system to ensure we deliver the 
best possible service to our clients. Proactively suggesting improvements and updates as you 
notice them.  

- All information stored on clients and candidates must be up to date at all times to the best of 
your knowledge, enabling anyone at any time to open a file on a client or candidate and 
pick up from exactly where you left off. This is crucial in a small team, to deliver the most 
joined up service to our clients.  

- You will be responsible for pipeline tracking each week, giving an overview at the Weekly 
Team Meeting, highlighting any concerns or observations needing to be brought to the 
attention of the wider team, along with potential solutions and actions to resolve and 
improve.  

Internal Systems & Processes 

- Take a proactive approach to your own knowledge and understanding of internal systems 
and processes, taking ownership of your own training, working with your team to ensure 
everyone is aligned and working in the same way for the benefit of our candidates and 
clients. Sharing tips and tricks to make working processes effective and efficient.  

- Responsible for managing all aspects of the role, and monitoring workload, notifying Senior 
Candidate Consultant/Management if you need support or additional resource to ensure we 
maintain the high level of service, and continue to build our reputation in the nanny 
community.  

Being a Team Player 

- Working closely with the team to resolve any issues quickly, and in a positive way.  

- Take your development and growth in the role seriously, identifying areas of development 
and SMART goals on a monthly basis capturing within your monthly 1-2-1 Progress and 
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Performance Report, ensuring you are constantly growing for your own benefit, the benefit of 
your team, and the company.  

- Strive to always be supportive and positive at work, to create a good working environment 
for everyone in the company. 

- Be open with your team and Team Leader about any issues and concerns, always taking an 

optimistic approach, giving your team the benefit of the doubt to foster trust amongst your 
peers.  

- Always be open to constructive criticism from your team, confident that they are only looking 
to help and support you.  

- Attend regular check ins with your Team Leader/Management Team, always being 
prepared to talk about all aspects of your role and current candidate list. 

Business Development  

- As part of the role you will be expected to attend monthly KiwiOz organised events, including 
but not limited to Nanny Social Events, Kids Events, Nanny Workshop and other industry 
networking opportunities, developing and building relationships with clients and Nannies, with 
the aim of driving loyalty and referrals. These events will likely fall outside of your core working 
hours, falling on evenings or weekends. You will ensure KiwiOz are always positively 
represented externally.  

 

Role-specific skills required 

− Forward thinking and proactive approach to the role, delivered with an easy going, with a 
positive energy 

− Effective time management skills, with an ability to juggle multiple tasks and prioritise with ease 

− Capable of managing up and down within the team, with an ability to manage direct reports if 

required  

− Excellent written and communication skills 

− A keen eye and attention to detail 

− An interest in the childcare industry, keeping an awareness of the Nanny Agency landscape and 
associated companies relevant to our clients 

− Good worth ethic and attitude, with a willingness to do what it takes to succeed 

− Experience in childcare, teaching or other caring type role. No specific sales background 
required, but transferable skills, and a passion for problem solving 

− Keen to be part of, and integral to, a small, close-knit team, that support each other inside and 
outside work 

 

 

Package & Benefits 

 

− Role is based at the small, modern, open plan Clapham Office location.  

− Core hours - 7:30 – 16:00 Monday to Friday, with occasional evenings and weekend hours 
required.  
(Up to, but not exceeding 2 x weekend days per month) 

− Basic salary - £25,000 – 29,000 per annum – depending on experience 
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− Commission calculated quarterly and paid as equal monthly payments, in addition to base salary 
over subsequent quarter. 

− Commission will be a % of Company Profit, based on company performance 

− Flexibility to work from home 1 day a week 

− Option to take Wednesday afternoons off 12:00 – 16:00 – Workload and team performance 
permitting. 

− Discretionary EOY bonus based on company performance  

− Quarterly Team Bonding Celebration based on company performance 

− Pension – statutory requirements  

− 1 x Team Bonding Session a week at Gymnasium Fit on a Wednesday at 7:30am.  

− 30 days holiday including Bank holidays, plus your birthday off – subject to approval from 
management 

− You will also accrue an additional loyalty day for each year of service.  

 

 

 


