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Talent Acquisition Business Partner 
The Catholic Center 
800 West Loop 820 South 
Fort Worth, Texas 76108-2919 
 
The Diocese of Fort Worth, Texas includes 90 Parishes, 1 Mission, and 19 schools.  It stretches 
from Quanah, Texas just Northwest of Wichita Falls in the West and extends to Penelope, Texas 
in the Southeast.  Its largest metropolitan areas are Fort Worth, Arlington, Denton, and Wichita 
Falls.  It has approximately 914,556 Catholics in the Diocese, including 108 Priests, 86 Deacons, 
and 77 Sisters and approximately 2,300 employees.  The principal duty of all employees is to 
assist in the mission of the Catholic Diocese of Fort Worth, Texas.  
 
General Position Summary:  The Talent Acquisition Business Partner is responsible for 
partnering with the Director of Human Resources to develop, implement, and train talent 
acquisition strategies and employee branding throughout the Diocese of Fort Worth.  This 
includes conducting full cycle recruitment and sourcing the best talent, as well as maintaining 
effective programs for retention and succession planning. 
 
Principal Accountabilities: 

- Develop and implement a comprehensive Talent Acquisition Program (TAP) for the 
Diocese of Fort Worth. 

- Evaluate the current job description program, make recommendations for improvement 
where necessary, and train Priests, Principals, Business Managers, etc. how to create job 
descriptions for recruiting and compensation analysis. 

- Provide direct and/or indirect recruiting support for both the Catholic Center and the 
schools throughout the Diocese of Fort Worth. 

- Develop and implement talent acquisition and/or employee branding policies, 
communications, and training, such as internal and external job posting programs. 

- Evaluating and coordinating all pre-employment applicant processes, including Culture 
Index, Prove It, etc. 

- Developing and implementing sourcing strategies to include, but not limited to social 
media, internet job posting sites (Indeed, Zip Recruiter, etc.), local school outplacement 
centers, etc. 

- Implementing, managing, and/or using applicant tracking systems to manage recruiting 
targets, pipelines, etc. 

- Responsible for partnering with the Director of Human Resources in managing all 
recruiting vendors such as recruiting firms, temporary employee services, etc. 

- Ensuring compliance with regards to active and former employee file maintenance and 
retention. 

- Providing support for the Safe Environment Program in New Employee Onboarding. 
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- Managing and maintaining an effective Exit Interview Analysis and Reporting Program 
and partnering with the Sr. HR Business Partner to execute strategic plans to address 
trends in the workforce. 

- Responsible for all other projects, tasks, etc., as assigned. 
 
Typical Decisions and/or Recommendations Made in This Position: 

- Must use good judgment and be accepting of feedback, suggestions, etc., as needed. 
- Provide guidance to Priests, Principals, Business Managers, etc., as necessary regarding 

Talent Acquisition Program issues, challenges, etc. 
 
Supervision Given and/or Received: 

- Received:  Moderate supervision given to this position. 
- Given:  This position provides feedback and guidance to Priests, Principals, Business 

Managers, Vendors, etc., as necessary regarding Talent Acquisition Program issues, 
challenges, etc. upon advice and consent of the Director of Human Resources. 

 
Internal Contacts: 

- Priests, Principals, Business Managers, Catholic Center Supervisors, and Managers. 
 
External Contacts: 

- Recruiting vendors, outplacement offices for schools and/or agencies 
- Local, state, and/or federal agency representatives, and/or auditors. 
- Job Fair Representatives 

 
Working Conditions and/or Physical Requirements: 

- This position works in a typical office environment, but is subject to stress due to the 
evolving and quickly expanding needs of the Diocese, tight deadlines and moderate 
workloads. 

- Ability to sit and perform computer work for lengthy periods of time. 
- Able to access and maintain centralized departmental files.  Involves extending arms and 

reaching files stored in multiple levels on shelves, climbing up a stepladder to access 
files. 

- Significant amount of time regularly spent on the telephone providing customer service 
support and problem solving for both internal and external customers. 

- Ability to accept work interruptions while still remaining focused on duties.   
- Data entry via computer keyboard that requires repetitive and frequent hand and wrist 

movements. 
- Ability to lift up to 35 pounds without assistance and up to 60 pounds with assistance. 

 
Travel Requirements: 

- Frequent travel may be required to Diocese Parishes and/or schools, vendors,  
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Education and Experience Preferred: 
- Degree (preferred) in Human Resources or a related field or currently attending college 

with a major in HR or an equivalent of work experience or a combination of education 
and work experience. 

- Certifications in Human Resources (preferred). 
- 3 to 5 years of experience managing and/or coordinating Talent Acquisition Programs in 

multi-location organizations of 1,000 or more employees. 
- Experience recruiting in a school setting is strongly preferred. 
- 3 to 5 years of experience implementing and/or managing applicant tracking systems in 

multi-location organizations of 1,000 or more employees. 
 
Knowledge and Skills Preferred: 

- Microsoft Office / Intermediate to advanced capabilities with a heavy emphasis in Excel, 
PowerPoint and Word. 

- Demonstrated professional written and verbal communication skills. 
- Demonstrated analytical, customer service skills and the ability to multi-task. 
- Active member in good standing of a Roman Catholic parish community required. 
- Bilingual (English/Spanish) preferred. 

 
FLSA Designation:  Exempt 
 

TO APPLY FOR THIS POSITION SEND RESUME TO: 
HR@fwdioc.org 

mailto:HR@fwdioc.org

