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JOB SUMMARY - SPECIALIST LEAD — EMPLOYABILITY & CAREER DEVELOPMENT

1. Workforce Directorate

NHS Education for Scotland (NES) is a Special Health Board whose mission is to contribute
to the highest quality of healthcare throughout NHS Scotland by promoting best practice in
the education and life-long learning of all staff

The remit of the Workforce Directorate is to support the people infrastructure of NES
and align to the Scottish Governments workforce policy.

Educational solutions in support of the workforce policy are delivered in collaboration with
health boards, and in partnership with other colleagues across health and social care,
Scottish Government Health & Social Care Directorates, Scotland’s Colleges, Skills
Development Scotland and other public sector agencies as appropriate to ensure that the
education and training is informed by robust evidence.

The Workforce Directorate works at national level and is key to the delivery of national
priorities and the NES Strategic Framework. It has responsibility for: -

e strategies and services to support NHSScotland (NHSS) and the wider health and
care sector to achieve a sustainable, engaged, capable and adaptive workforce;

e a comprehensive People and Organisational Development strategy and well-
executed plans enabling the delivery of NES’s vision and strategic objectives through
its workforce;

e supporting with development of education and development policy and resources
for NHSScotland Healthcare Support Workers (Estates & Facilities and Business &
Administration staff) and supporting Scottish Government and NHSScotland Boards
on the implementation of Scottish Government’s Youth Employment Strategy.

e being a key partner for Scottish Government in the delivery of its Talent
Management, Leadership and Management Development and broader learning and
development ambitions within the health and care sector;

e playing a leading role in the provision of education and training to improve, spread
and sustain digital workforce capability across NHS Scotland and the wider sector;

e playing a key role in the development of workforce planning skills;

e being a source of information, advice, educational solutions, and support to NHS
Scotland through links with Territorial Boards and the Scottish Government;

e playing a key role in facilitating multiple networks across the service that enable
advancement of education strategy, policy, tools and resources;

e providing a comprehensive HR and learning & development service to support NES
employees including Doctors in Training;

e recruiting medical, dental and other vocational trainee groups and acting as Lead
Employer for doctors in training;



e providing high quality workforce analytics and information which enable new insights
and effective decision-making;

e providing a range of organisational consultancy and training services enabling the
organisation to lead itself effectively through significant organisational change,
supporting the development of NES as a learning organisation, contributing towards
its continuous improvement and development;

e providing strategic advice and guidance to multiple stake-holders in the health and
care sector on education, careers and apprenticeships, workforce planning,
workforce performance analytics, trainee recruitment and management, equality and
diversity, appraisal and performance development, organisation change and
development, leadership and management development, talent management,
learning and development including digital and workforce planning skills.

e supporting NES in all aspects of its Equality and Diversity responsibilities and
ambitions as an inclusive employer

e supporting the health and wellbeing of all NES employees.

The Directorate aims to support NES with an outstanding level of service that embraces
partnership working and supports the health and wellbeing of its employees

Total Directorate staff (headcount circa 87)
Total Directorate budget — circa £5.3 million

2. Organisation Chart

[Principal Lead
Education & Career Pathways and
Employability

[Senior Specialist Lead
Education & Career Pathways and
Employability
Band 8A x 1 WTE

Specialist Lead
Employability & Career Development
Band 7 x1 WTE
(This post)

3. Job Role

NES is committed to working collaboratively with internal and external stakeholders to
deliver on current initiatives led by the Scottish Government e.g. Young Person’s
Guarantee and to support programmes run by partner organisations such as Skills
Development Scotland (SDS) and Developing the Young Workforce (DYW).

The Specialist Lead (Employability and Career Development) will provide leadership and
specialist input for specific programmes, projects and services thatfocus onthe
promotion of routes into health and social care, and on the development and promotion
of career pathways and progression.



4. KeyTasks

The Specialist Lead (Employability and Career Development) will lead and manage
projects and initiatives relating to employability, engagement and widening access by:

e Promoting NHSScotland careers by supporting schools and colleges towards an
understanding of NHSScotland skills needs and routes into NHSS

e Working in partnership with Boards to promote NHSS opportunities for young people,
care-experienced people, veterans, people facing redundancy and people from
under-represented groups

e Working in partnership with Boards and Skills Development Scotland to increase
the number of young people employed in NHSScotland through apprenticeships or
internships including the employment of care leavers and people from under-
represented groups

e Focusing on developing ‘Once for Scotland’ solutions wherever possible.

e Promoting Recognition of Prior Learning (RPL) as a means of development
and progression within the NHS and Social Care.

¢ Working with the Principal Lead/Senior Specialist Lead on creating and implementing
an Employability and Career Development Strategy for NES



Band 7 Specialist Lead or Educator

1. JOB IDENTIFICATION

Job Title: Specialist Lead

Department(s): Organisational Development, Leadership & Learning
Directorate: Workforce

Job Reference: 6552BR

Responsible to: Senior Specialist Lead or Principal Lead

2. JOB PURPOSE

The purpose of this role is to provide overall management for workstreams/projects by supporting,
facilitating and monitoring the progress of these within and across sites. The postholder will
support performance management whilst leading on a workstream/project area.

The postholder will have highly developed specialist knowledge in their field and at the interface
between different fields. They are innovative, and have a responsibility for developing and
changing practice and/or services in a complex and unpredictable environment.

The post holder will be required to working with/in consultation with colleagues within NES, NHSS
and wider public service.

3. DIMENSIONS

The postholder will provide specialist support to their directorate, and where required other boards
and NHSS. They will monitor, plan and manage the progress of projects and business
investments.

They will communicate business sensitive information/agreement or co-operation from NHS staff at
all levels of the organisation as required.

The postholder will lead and develop initiatives in consultation of the key stakeholders, and will be
guided by the current policies.

They may manage and develop colleagues and may have line management responsibilities.

The postholder will be required to assist in any other duties which are deemed reasonable to their
role and band.
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4. ORGANISATIONAL POSITION

senior specalist Lead
LELLETY

specialist Lead
Band7
Digital Learning & Content

5. ROLE OF DEPARTMENT

NHS Education for Scotland (NES) is a Special Health Board whose mission is to contribute to the
highest quality of healthcare throughout NHS Scotland by promoting best practice in the education
and life-long learning of all staff

The remit of the Workforce Directorate is to support the people infrastructure of NES and align to
the Scottish Governments workforce policy.

Educational solutions in support of the workforce policy are delivered in collaboration with health
boards, and in partnership with other colleagues across health and social care, Scottish
Government Health & Social Care Directorates, Scotland’s Colleges, Skills Development Scotland
and other public sector agencies as appropriate to ensure that the education and training is
informed by robust evidence.

The Workforce Directorate works at national level and is key to the delivery of national priorities
and the NES Strategic Framework. It has responsibility for: -

e strategies and services to support NHSScotland (NHSS) and the wider health and care
sector to achieve a sustainable, engaged, capable and adaptive workforce;

e a comprehensive People and Organisational Development strategy and well-executed
plans enabling the delivery of NES’s vision and strategic objectives through its workforce;

e supporting with development of education and development policy and resources
for NHSScotland Healthcare Support Workers (Estates & Facilities and Business &
Administration staff) and supporting Scottish Government and NHSScotland Boards on the
implementation of Scottish Government’s Youth Employment Strategy.

e being a key partner for Scottish Government in the delivery of its Talent Management,
Leadership and Management Development and broader learning and development
ambitions within the health and care sector;

NES Harmmonised Job Description designed by HR in partnership Final V0.1 2




playing a leading role in the provision of education and training to improve, spread and
sustain digital workforce capability across NHS Scotland and the wider sector;

playing a key role in the development of workforce planning skills;

being a source of information, advice, educational solutions, and support to NHS Scotland
through links with Territorial Boards and the Scottish Government;

playing a key role in facilitating multiple networks across the service that enable
advancement of education strategy, policy, tools and resources;

providing a comprehensive HR and learning & development service to support NES
employees including Doctors in Training;

recruiting medical, dental and other vocational trainee groups and acting as Lead Employer
for doctors in training;

providing high quality workforce analytics and information which enable new insights and
effective decision-making;

providing a range of organisational consultancy and training services enabling the
organisation to lead itself effectively through significant organisational change, supporting
the development of NES as a learning organisation, contributing towards its continuous
improvement and development;

providing strategic advice and guidance to multiple stake-holders in the health and care
sector on education, careers and apprenticeships, workforce planning, workforce
performance analytics, trainee recruitment and management, equality and diversity,
appraisal and performance development, organisation change and development,
leadership and management development, talent management, learning and development
including digital and workforce planning skills.

supporting NES in all aspects of its Equality and Diversity responsibilities and ambitions as
an inclusive employer

supporting the health and wellbeing of all NES employees.

The Directorate aims to support NES with an outstanding level of service that embraces
partnership working and supports the health and wellbeing of its employees

Total Directorate staff (headcount circa 87)
Total Directorate budget — circa £5.3 million

6. KEY RESULT AREAS (Key Result Areas convey all potential aspects of a job role. Key result
areas will be further developed within the KSF outline with some being more relevant than others
dependent on the current requirements for your role.)

Research information for working groups/projects/services, including current guidance,
research evidence, legislation, regulations and information which does not appear in
standard published form (including project work, reports and ongoing research).

Designing research strategies to provide new information to inform decision making by
working groups.

Contribute to NES national work corresponding with the postholder’s specific professional
expertise establishing project goals, timescales and work plans, collaborating with regional,
clinical/non clinical staff and key stakeholders as necessary.

Writing reports to formally record the achievement of project/service milestones and to plan
and promote project/service initiatives.

Conduct national research, involving designing research tools, collecting data, writing
reports and disseminating findings.

Provide highly specialised support (research and/or information) for senior members of
staff.

Contribute to the securing of internal and external funding where required
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Monitors and reviews financial information for the workstream to ensure that they are
consistent with guidelines and to make recommendations for efficiencies and service
redesign as an ongoing job responsibility.

Identify, review/systematically review, critically appraise and interpret information to enable
the development of evidence-based guidance.

Present highly complex, specialist information where a range of options is available in a
form that facilitates understanding, discussion and decision-making.

Liaise with numerous and senior stakeholders from within and out with the organisation in
respect to the development of systems and support for the implementation of complex
projects.

Develops and implements changes to policies within own area of expertise as well as
proposing changes in conjunction with working groups which have wider impact on other
workstreams

Design, develop and implement various training practices/courses to staff within own area
of expertise, as well as external stakeholders and the wider audience throughout the
organisation.

Plan, develop and design programmes at a variety levels within the area of expertise, within
a project management structure.

Support the implementation and review of multidisciplinary education initiatives.

Line management responsibilities, including providing leadership, work programming,
supervision, professional development and appraisal as required.

Devise and/or collate background papers, briefs, reports and other material as appropriate
to disseminate knowledge, experiences and outcomes for external and internal use.
Demonstrating knowledge of the diversity agenda of NHS Scotland and NES and being
aware of the impact of equality legislation within the training or knowledge management
environment and ensuring the diversity agenda is at the core of all appropriate initiatives.
To liaise with and inform policy makers, professionals and other relevant organisations to
further policy and service development.

Build partnerships with health and social care organisations to support them in embedding
knowledge management in their culture, policy and practice — for example, through
development of knowledge management strategies and action plans.

7a. EQUIPMENT AND MACHINERY

A range of office, audio-visual and IT equipment

PC for design, development and maintenance of IT solutions.
Multi-function devices : scanners, copiers, printers, fax
Telephone

VC facilities

Portable equipment (e.g. laptop, mobile phone etc)

7b. SYSTEMS

Utilisation of current data and information systems relevant to role currently in use
throughout the NES organisation.

Use of complete MS Office suite of programmes.
Use IT as directed, maintaining confidentiality.

8. ASSIGNMENT AND REVIEW OF WORK
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The postholder’s activities will be generated by local and national strategies and priorities.
The postholder has considerable freedom in meeting the requirements of the post.

It is vital that the postholder is able to take initiative, develop, plan and organise a broad
range of complex activities, direct groups within workstreams and make key decisions to
contribute to an effective and efficient programme.

The postholder is responsible for planning, prioritising and allocating their own work and
has freedom to initiate implement and deliver outcomes within agreed framework. The
postholder is expected to work independently and autonomously maintaining effective time
management and prioritising tasks appropriately.

Line management support is provided through regular meetings. A formal appraisal and
personal development plan is agreed annually, with input as appropriate by other senior
staff that the postholder will be working with. Annual objectives are agreed and the
postholder is responsible for ensuring delivery of these objectives. There will also be ad-
hoc meetings with the line manager to discuss issues as they arise.

The postholder may have line manager responsibility.

9. DECISIONS AND JUDGEMENTS

The postholder must demonstrate an ability to provide professional leadership in team
decisions.

They must be able to take responsibility for own work area making judgements involving
complex facts or situations, which require the analysis, interpretation and comparison of a
range of options.

The postholder must assess, weigh and take steps to minimise and manage risk and be
accountable for their own actions and the actions of their group, through effective
leadership.

10. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Keeping up to date with changes in legislation and organisational procedures.

Political awareness to be able to engage strategically and work operationally across
organisational boundaries.

Maintaining a high degree of autonomy and ability to direct own work.

The requirement to work and manage detailed data.

The ability to cooperate and collaborate with a range of people.

Requirement to implement changes to systems and procedures in the face of opposition
from some stakeholders.

Collating, interpreting and reconciling information and opinions from a range of
stakeholders, especially where these may be conflicting, analysing the options and
producing detailed reports.

Balancing conflicting priorities, forward planning and the interpretation of relevant complex
information.

Actively promoting the aims and objectives of the workstreams, while maintaining
sensitivity to the learning cultures within a variety of NHS services.

Communicating and negotiating effectively to take forward the diverse and complex range
of workstream objectives with both service and NES stakeholders with reference and
knowledge that they may have and their diverse objectives and demands.

Critical analysis of design and methodology. This role will challenge the postholder in
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terms of reviewing vast sources of educational evidence, linking best practice with
feasibility within a highly specific environment, and innovation regarding assessment
methodology and implementation strategies.

e Excellent time management, an ability to be flexible in responses to changes, either as
rapid advances or delays, in project milestones, working to tight deadlines and being able
to anticipate and provide effective solutions to procedural or practical changes to planning
in the implementation and evaluation of training/learning and development.

11. COMMUNICATIONS AND RELATIONSHIPS

o Operate to the highest level of impartiality, fairness and confidentiality, while providing a
high degree of support.

e Require a high level of diplomacy, persuasion and influence in order to enable often very
senior staff to adopt new or changing practice or overcome resistance to change.

e Excellent verbal, nonverbal, written and presentation skills. There will be frequent
requirements to present complex and sensitive information to large groups in formal
settings e.g. conferences, workshops and seminars as well as occasional presentation of
difficult or controversial information. This may involve formal slide show presentations of
facilitating group work.

e The postholder is frequently required to discuss project work effectively with a wide range
of senior individuals within and outwith NES, and to communicate with a variety of outside
agencies to gather information and material for reports and briefing papers. The postholder
will provide and receive highly complex, sensitive and contentious information on a very
frequent basis. Research enquiries often require a great deal of tact. Other information of a
sensitive nature includes collating workforce data. In these cases, there is a particular
requirement for accuracy along with technical justification and rationale to accompany data.

e A particular emphasis of the post is being able to prepare and disseminate written
information for a variety of audiences. The provision of advice and interpretation for
complex information is a regular requirement of the post. These include the ability to
assemble information for briefing reports; translating research data into working
documents/writing for publication in academic and practice journals; preparing/advising
others in presentations of information for conferences, seminars.

e Listen to, understand and communicate complex information from a range of sources,
adopting effective questioning techniques to elicit a range of views

¢ Respond constructively and confidently to queries and complaints, negotiating with others
in a way that suits the situation

e Evaluate a range of texts and write effectively for a range of contexts, situations,
maintaining honesty, integrity and transparency

e Select, compare and discuss mathematical information from a range of sources and use
appropriate mathematical method and tools to solve identified problems and assist with
clinical trials, audits or research projects as required

e Work with others towards sharing goals, ensuring the team’s goals are clear and
achievable

o Demonstrate honesty, integrity, care and compassion when dealing with others, taking the
lead on promoting personal and group health and safety procedures

e Assess the root cause of problems in complex and unpredictable environments

e Seek and evaluate different points of view to inform solutions, maintaining honesty,
integrity and transparency

e Show interest in your work, developing, with the team, a clear purpose and work objectives
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e Seek and value the contributions of others, managing and resolving conflict when
appropriate

e Lead, support, value and motivate other members of the team, sharing information as
appropriate to achieve high performance

e Understand your rights and responsibilities in the workplace including promoting equality of
opportunity, valuing diversity and maintaining confidentiality, raising concerns relating to
service provisions with more senior staff

¢ Make best use of resources including time, to achieve agreed goals for service delivery

e Take responsibility for your own actions and the actions of your team, reflecting on own
practice and encouraging others to reflect on theirs

¢ Viewchange as an opportunity and cope with uncertainty, assessing and managing risk.

12. PHYSICAL, MENTAL, EMOTIONAL & ENVIRONMENTAL DEMANDS OF THE JOB

Physical skills
e Require advanced accurate keyboard skills in order to produce regular reports and
updates.
Physical effort
e Office conditions - light physical effort required.
e Training and facilitation presentations may require periods of standing.

Mental effort

e Training, facilitation and research requires creativity, knowledge, attention to detail and the
requirement to update and maintain knowledge and skills. Working with multi-disciplinary
teams can be challenging and can require empathy, tact and negotiation skills.

e Requires extended periods of concentration in analyses of information and preparation of
various outputs e.g. reports, training information etc.

e Having to work on different programmes requires an in-depth approach and also
understanding the breadth of issues impacting on the particular learning aspect of the
programme/initiative.

e Work pattern is unpredictable and postholder will be required to switch tasks with no notice
and to answer complex queries. Telephone calls and emails are a frequent cause of
interruption and often result in a re-prioritisation of work due to unforeseen circumstances.

Emotional effort

e Negotiation with stakeholders on complex and sensitive matters.

e Communicating on partnership issues across organisational boundaries.

¢ Communicates complex, sensitive or contentious information to individuals, groups or large
audiences.

e Managing change.

e The postholder is occasionally required to deal with emotive circumstances (e.g. highly
controversial or complex issues during meetings).

Working Conditions
e Post based mainly within an office environment with long periods of daily use of Visual
Display Unit however postholder may be required to visit educational establishments and
practices where the environmental conditions might be different
¢ The post may demand some travel throughout Scotland.
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13. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

Degree level in relevant subject or equivalent experience

Postgraduate qualification in relevant subject, masters or equivalent experience
Science/Healthcare background

Expertise in project management

Demonstrable experience of financial management within a business (or related)
environment

Ability to work in a team

Experience in drafting and producing papers and publications

Research and critical appraisal skills with the ability to disseminate complex, highly
specialised information

Experience in collection and analysis of qualitative and quantitative data

Innovative

Experience and understanding of group dynamics and organisational change processes

In depth knowledge of information governance requirements in respect of sensitive
personal data

Commitment to personal and professional development

Flexible approach to learning and problem solving

Excellent analytical and numerical skills

Presentation skills

Excellent IT and information management skills

Experience in designing and developing educational programmes

Management skills/experience in managerial role

Organisation/administrative skills

Ability to work with minimal supervision

Experience of budget management

Leadership, communication and interpersonal skills to include presentation, influencing,
negotiation and complex report writing

14. JOB DESCRIPTION AGREEMENT

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

Job Holder’s Signature: Date:

Head of Department Signature: Date:
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Band 7 Specialist Lead Employability

Essential Criteria — these are attributes without which a candidate would not be able to undertake the full remit of the role.
Applicants who do not clearly demonstrate in their application that they possess the essential requirements will normally be
eliminated at the short listing stage.

Desirable Criteria — these are attributes which would be useful for the candidate to hold. When short listing, these criteria
will be considered when more than one applicant meets the essential criteria.

Means of Assessment — please note that candidates invited for interview will be notified if there will be a requirement to
undertake a test or presentation. These additional assessments may be used to judge one or more criteria within the
factor.

E . ‘ Desirable Means of
F=Toa o] Essential
Assessment
Key Leadership e Inspiring Application &
Behaviours e Empowering Interview
e Adaptive
e Collaborative
e Engaged and Engaging
Education and e A qualification at SCQF e Accreditation or Application &
Professional Qualifications level 9/10 in a relevant qualification in careers | Pre-Employment
subject or equivalent advice, project checks
experience management or
education provision in
a relevant area




Experience/Training
(including research if
appropriate)

Knowledge and
experience of the current
recruitment landscape,
including design and
management of attraction
and selection processes
for underrepresented grou
ps in relation to
employment e.g. young
people, BAME, veterans,
care experienced,
covering roles at all levels.
Significant experience of
working in health and/or
education and/or
employability

Experience of partnership
working with internal and
external stakeholders
Experience of leading
projects and initiatives,
including engagement,
co-ordination,
management of others’
contributions and
appropriate use of
financial and other
resources

Experience of working
within a project
environment

Extensive experience of
facilitation of groups,
teams and events

e Experience of
providing leadership
for large scale
programmes

e Experience of working
in public sector
organisations

Application &
Interview

Specific Skills and
Knowledge

Ability to communicate
sensitive and complex
information,

Ability to communicate,
and engage with under-
represented groups in
relation to employment
e.g., young people,
BAME, veterans, care
experienced
Presentation and report
writing skills
Organisational and project
management skills
Knowledge of the current
education

and employment
landscape for young
people,

BAME, veterans, care
leavers and experienced.

Experience of working in
careers advice/supporting
career transition.

Application &
Interview
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Leadership Behaviours b

Scotland

NHS Education for Scotland (NES) assesses and selects employees based on
our leadership behaviours which are expected at all levels in the organisations.
These leadership behaviours support the NES ways of working and NHS
Scotland values.

These leadership behaviours describe how we work, and what is expected of
everyone who works in NES. A number of methods may be used to assess these
behaviours as part of our recruitment and selection processes. Our leadership
behaviours are:

Passionate about our strategic mission and about

excellence; communicating purpose and vision with

enthusiasm; innovative, and learning from success
as well as setbacks

Respond flexibly to changing requirements and
help others to do the same, recognising that
Adqptive required leadership and expertise may not always

sit at the top of the hierarchy and actively
encouraging good ideas/input from all levels.

Inspiring
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CONDITIONS OF SERVICE

TITLE:

REPORTING TO:

GRADE:

HOURS AND DAYS
OF WORK:

JOB STATUS:

ANNUAL HOLIDAYS:

REHABILITATION OF
OFFENDERS
CLASSIFICATION:

Specialist- Lead Employability LOCATION: Flexible (any NHS Education
for Scotland office)
Senior Specialist Lead or Principal Lead ODLL

Agenda for Change Band 7 SALARY SCALE: £40,872 to £47,846 per
annum

Full time. Based on a normal working week of 37.5 hours. Office opening hours are 0700 to
1900

FTC March 2022 NOTICE PERIOD: 4 weeks
* For NHS employees considering this post, please note that appointments will only be
considered on a secondment or SLA basis, in the first instance.

27 days rising to 29 days after 5 years PUBLIC HOLIDAYS: 8 local/ Public Holidays per
service, rising to 33 days after 10 years annum
service

The ‘exemption’ status of posts within NES may change in the future and all successful
candidates should be aware that they may be asked to obtain a further Disclosure from
Disclosure Scotland at a later date, should a post’s status change, or if they are transferred or
promoted into a post that is exempt.

SUPERANNUATION:

Please note under changes to workplace pension arrangements introduced by the UK Government,
NHS Education for Scotland along with other employers requires to ensure all staff are automatically
enrolled in a pension scheme. Consequently, all new starts from 1 October 2013 will be
automatically enrolled into the NHS Superannuation Scheme (Scotland). Contributions are based on
whole time pensionable earnings as set out in the table below:

Employee contribution rates 2020/2021

Tier Annual Pensionable Pay (Full Time Equivalent) Contribution
1 Up to £20,605 5.2%

2 £20,606 to £24,972 5.8%

3 £24,973 to £31,648 7.3%

4 £31,649 to £64,094 9.5%

5 £64,095 to £89,731 12.7%

6 £89,732 to £119,560 13.7%

7 £119,561 and above 14.7%

Sessional workers who work more than 10 sessions per week under NHS condition may be unable to
contribute further to the superannuation scheme.

The conditions above are for information purposes only and may be subject to variation. They do

not form the basis of a legal contract.
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