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JOB DESCRIPTION

	1. JOB DETAILS
	

	

	Job Title:

	National Workforce Systems Support Specialist


	Immediate Senior Officer/Line Manager:
	National Workforce Systems Training & Support Manager


	Department(s):
	National Workforce Systems Team 


	Division:

	Human Resources and Workforce Development 


	CAJE Reference:

	 NPHRG698



	2. JOB PURPOSE

	To ensure proactive and effective support and engagement with all NHS Scotland (NHSS) Boards for national workforce systems (eESS & Jobtrain).
A key development role; the post holder will be expected to work autonomously to deliver the objectives of the Department, driving projects forward and using innovative ideas and solutions to ensure effective and efficient management of the national workforce systems.  
The role will work collaboratively across NHS Scotland Boards within a “Regional” construct and promote an essential Once for Scotland approach and messages while maintaining and aligning National System Standard Operating Procedures (SOP’s) and guidance to operational needs.
Designing and delivering training solutions across diverse groups in NHS Scotland, presenting complex processes and national guidance to large groups on a frequent basis whilst dealing with often conflicting agendas, ensuring priorities are met.




	3. DIMENSIONS

As a National Team:

Finance
eESS and Jobtrain annual budget £2.0 (m)

National Workforce Systems Scope 
eESS provides services to:
22 NHS Scotland Boards 
178,000 users

Jobtrain Registered Candidates 200k+
Jobtrain Applications 300k+
Jobtrain Vacancies 5k+

Service Management
Atos MTS and multiple National NHS systems interfaces (including ePayroll and SSTS). Jobtrain Client management within Software as a Service (SaaS) environment.

Projects
Multiple concurrent projects and developments and system release/upgrades across multiple specialties, agencies and geographic locations.
	

	



	4. ORGANISATION CHART 







	5. ROLE OF THE DEPARTMENT


	The role of National Workforce Systems
· eESS provides NHS Scotland with a single system for all employee personal, employment and training details, pay terms and conditions changes and terminations.
· eESS provides NHS Scotland and the Scottish Government with strategic workforce information.
· HR departments for all 22 NHSS Boards will use eESS for training, employee relations, employee management and reporting.
· Managers will use eESS to manage staff, absence, training and reporting.
· NHS Scotland employees will use eESS self-service to apply for leave, request training and record personal details and pay and conditions changes and terminations.
· Recruitment Teams for all 22 NHSS Boards will use Jobtrain to manage recruitment campaigns for all vacancies.
· Hiring Managers will use Jobtrain to manage the end to end recruitment process for NHS Vacancies, this will also include mobile technology through Jobtrain.
· Jobtrain the portal for all Candidates for application and registering for vacancies across 22 NHS Boards.

The role of the National Workforce Systems Team is to manage and administer the eESS and Jobtrain Systems across all 22 NHS Scotland Boards.

And the system and service delivery within this:
· Monitor and manage the eESS and Jobtrain service and interfaces from all involved suppliers e.g. Atos and Jobtrain, GMC and NMC to all 22 NHS Boards.
· Manage the development road map for eESS, and development and upgrade plan for Jobtrain.
· Ensure that any risks to security of data within eESS and Jobtrain is minimised.
· Provision of national strategic reporting on NHS workforce and related information.
· To provide support and guidance to enable local Board system administrative functions to manage their agreed responsibilities, for eESS and Jobtrain
· Provide direction, advice and guidance to the System Operational and Governance Groups.
· Facilitate best practice across NHS Scotland in the use of eESS and Jobtrain functionality.




	6.   KEY RESULT AREAS

	

1. Lead on the delivery and provisioning of advice and technical support for the effective and efficient operation of two national workforce systems, eESS and Jobtrain across all 22 Health Boards in Scotland. Working within a Regional Model but flexible to meet national service and system operational requirements.

2. Plan, develop and deliver high quality structured eESS and Jobtrain training and interventions/ coaching courses to key stakeholders across all 22 NHSS Boards. Oversee/support the cascade of training across NHS Scotland, ensuring National System SOP’s, guidance and best practice are followed and are aligned to a Once for Scotland ethos.  

3. Develop, implement and maintain the necessary National Workforce Systems (eESS and Jobtrain) eLearning materials, administration procedures and training manuals, ensuring any system upgrades or developments by the system providers are reflected, making best use of online collaboration tools and techniques to meet the needs of Boards in an agile IT context, and focus on client and customer service.

4. As an eESS and Jobtrain system expert, provide advisory support to users to ensure that system functionality and data quality is maintained, promoting best practice as well as advice and guidance to help them gain maximum benefits from the system ensuring National SOP’s and guidance are being adopted and updated as necessary to reflect the needs of each Board.

5. Resolve complex problems in response to user or system reported problems by adopting an analytical approach designed to identify the cause of any perceived problem, resolving it and avoiding recurrence. Making best use of the IT service management tools (e.g. ServiceNow) to identify and support trends and interventions required across NHS Boards.

6. Provide advice and guidance to assist NHSS Boards in aligning their HR business processes to National Standard Operation Procedures. This includes the ongoing security and administration necessary to be compliant with legislation and audit (e.g. GDPR). By maintaining awareness of current and developed HR & Workforce System processes that impact on eESS and Jobtrain.

7. Support the development of processes and procedures for continuous customer relationship management to ensure the organisation is mobilised to meet the needs of its customer. Using project management techniques, including Agile, to deliver first class products on time and to budget.

8. Support the National Systems & Service Manager with scoping, testing and implementation of agreed developments for eESS and Jobtrain with all involved suppliers and stakeholders. E.g. ATOS, Jobtrain and National Governance Groups.

9. Plan and monitor and undertake were appropriate tasks within agreed projects/ developments to achieve desired outcomes, making adjustments and taking corrective action when necessary. 



	7.   ASSIGNMENT AND REVIEW OF WORK AND DECISIONS AND JUDGEMENTS

	
Work is essentially self-directing, with direction and timescales driven by the National eESS & Jobtrain Operational Groups and HR Directors Group and through the customer demands placed on the National Workforce Systems Team, for eESS and Jobtrain.

The post-holder will adjust priorities to meet frequently changing customer requirements and will review these, self-managing any conflicting demands.  The post-holder has considerable freedom to act within own area of specialism and make decisions based on the key areas of responsibility; seeking advice from the National Systems Training & Support Manager or National Systems and Service Manager as necessary.

Objectives are agreed by the National Systems Training & Support Manager on an annual basis with reviews held every six months. Within agreed objectives, the post holder will be expected to plan the work, resolve problems and make decisions on how outcomes will be achieved. 

Progress and results are reviewed formally by the National Systems Training and Support Manager through the NHS NSS performance and appraisal system.




	8.   COMMUNICATIONS AND RELATIONSHIPS

	
The post holder will co-ordinate and manage the delivery of agreed programmes of training eESS and Jobtrain across NHS Scotland, including delivery of training to individuals and groups of up to 20 staff.  As well as excellent presentational skills, the post holder will need to think “on their feet” and apply well developed motivational skills in training settings.  

The post holder will be required to provide expert advice in relation to the system demonstrating an in-depth knowledge in order to resolve a range of operational issues experienced by eESS and Jobtrain system users which range from the routine to complex, particularly where users have difficulties in understanding and operating the system.  The post holder needs to tailor their communication so that complex information is easily understood by all levels of user some of whom will have little or no knowledge of computer systems and/or may not use a keyboard regularly.

The pan NHS Scotland nature of this role means that as well as providing an advisory service to eESS and Jobtrain customers the post holder is required to demonstrate effective communication and interpersonal skills with NHS clients and external customers at all levels in order to develop and maintain long-term working relationships. These include:

Internal to NHS Scotland -
· eESS & Jobtrain Leads Network
· eESS & Jobtrain Operational Group
· eESS & Jobtrain Operational System Board System Leads

This would be done by face to face, email and attendance at meetings to progress the programme. Verbal contributions would require to be articulate and knowledgeable showing an understanding of user requirements and the national system position. Reports would be required that could be shared with the stakeholder community and governance boards in order that decisions can be made in respect of project progress.

External -
· ATOS representatives
· NHS National Services Scotland, DAS
· NHS Board local contacts and system administrators including LMA’s, HR teams and Payroll Teams.
· National Payroll Team Jobtrain 
· Scottish Standard Time System (SSTS)
· Interface providers

Communications with these groups will take the form of attendance and presentations at meetings, telephone, on-line and email correspondence.  In addition to this, regular updates and reports would be provided to these groups.  




	9.   MOST CHALLENGING PARTS OF THE JOB

	
· Supporting the operation of the national workforce systems and providing high quality training in system use within challenging boundaries i.e. tight timescales, limited resources, high user expectations.

· Complexity of NHS Scotland 22 individual employers working towards national policies and SOPS and how they are managed within these systems, and level of variation.

·  Providing ongoing daily support to all NHSS Boards covering all aspects of the system in addition to other priority workload requirements such as training, helpdesk call management, data quality and reporting.




	10.   SYSTEMS


	Frequent use of eESS (based on Oracle Business Suite) and Jobtrain (SaaS Solution).

Frequent use of NSS systems as well as specialist bespoke packages including:

IT Service Management system - ServiceNow
MS Office
Adobe Captivate
     WordPress
MS Teams
HR Connect
Crown Flexi system to administer FM flexible working 
eExpenses
      

	



	11.   PHYSICAL, MENTAL, EMOTIONAL EFFORT


	Physical

Requirement to possess accurate and fast keyboard skills for daily work on PC based systems.  Significant degree of sustained VDU usage. The job may require the post holder to be positioned at their workstation for long periods of the working day.  

The post holder will be required to carry laptops when travelling to different locations across NHS Scotland.
There is a requirement to be flexible and responsive to a Board’s needs by being able to travel to attend meetings at irregular times. Space is at a premium and managing travel concerns add to the environmental complexities.

Mental

The post holder is required to support and maintain eESS and Jobtrain to meet National requirements, which involves sustained periods of concentration together with the ability to respond to queries and produce solutions within tight timescales. 

The post holder also requires the ability to alternate between activities due to varying deadlines.  

There can be regular interruptions and short notice requests for advice, support, reports or information from a variety of system users across NHS Scotland.

The post holder is required to meet deadlines on a wide range of issues and in the management of their own workload. 

Emotional

The post holder is required to employ tact and diplomacy in the handling of sensitive/confidential verbal and written material.  The post holder is required to deal with variable and competing demands and priorities, to be able to fully understand the different complexities when developing training delivering solutions both on-line and other methods to meet various learning needs and requirements. 



	12. ENVIRONMENTAL/WORKING CONDITIONS & MACHINERY AND EQUIPMENT


	The post holder is subject to prolonged VDU exposure for the management of national workforce systems general documents and email correspondence. Exposure to adverse environmental conditions and hazards are rare.




	13. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB


	The post holder should be qualified to degree level or have equivalent experience.

The post holder should have significant experience in maintaining information systems, web development, database management Service provision such as Service Now, HR and Recruitment Systems. 

The post holder should also have experience in training delivery and a good working knowledge of HR and Recruitment policies, processes and workflows in a large multidisciplinary organisation (preferably NHS).  

Well-developed communication and interpersonal skills are required as well as the ability to work on one’s own and as part of a team, along with excellent organisation and planning skills.

Advanced keyboard skills to produce well-presented documents and data / reports with speed and a high degree of accuracy.  In-depth knowledge of MS Office applications, Word, Excel, Outlook, and PowerPoint and experience of developing eLearning material using an application such as Adobe Captivate & MS Teams

The post also requires the post holder to work flexibly with travel across NHS Scotland.



	

	14.   	JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each postholder to whom the job description applies.


	Postholder Signature:
	
	Date:
	
	

	
	
	
	
	

	Postholder Print:
	
	
	
	

	
	
	
	
	

	Manager Signature:
	
	Date:
	
	

	
	
	
	
	

	Manager Print:
	
	

	
	
	
	
	

	Manager Title:
	
	

	
	
	
	
	

	
	
	
	
	







National Systems & Service Delivery Manager


National Systems Training & Training Manager


Deputy National Systems and Service Manager (technical)  


National Systems Support Specialist x3 
this post


National Systems Technical Support Lead


Systems Support Officer
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