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	1. JOB IDENTIFICATION

	Job Title:		Staffbank Workforce Analyst
		
Responsible to:	Staffbank Service Manager 

Department:		Staffbank Services

Directorate:		Human Resources

NHS Board :	            NHS Greater Glasgow and Clyde

Date of description:     5th March 2019


	2.  JOB PURPOSE

	The post holder will provide a professional and comprehensive staffing information service across NHSGG&C.  The post holder will be responsible for the maintenance, ongoing development and improvement of staffing information databases and spreadsheets, and the provision of statistical reports and analysis. The post holder will establish an integrated staff information system covering all aspects of the Staffbank workforce. This will enable NHSGGC the ability to plan and respond in a timely manner to all regular and ad hoc requests for reports and information. The post holder will directly support the Staffbank Management team with the collation and interpretation of data in order to develop strategic workforce plans.  
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ad of HR - Development and Support

Staffbank Service Manager


	
Staffbank Workforce Analyst










	
4. SCOPE AND RANGE


	NHSGG & Clyde employs approximately 15,000 bank staff across numerous bank functions, such as the Nursebank, Interpreting Bank, Administration Bank, Immunisation and Vaccinations Bank, Tests and Protect Bank, and other future bank proposals.   

The Staffbank function provides a professional and comprehensive staffing service across the Acute Services, Mental Health Services, and HSCPs, throughout Greater Glasgow & Clyde. 

The Acute Division has 3 Sectors – North, South & Clyde and 3 Directorates – Women & Children’s, Regional Services and Diagnostics.

There are 6 HSCPs – Glasgow City, East Dunbartonshire, West Dunbartonshire, East Renfrewshire, West Renfrewshire, and Inverclyde.

The service also provide interpreting support to other NHS Boards. 

Post holder will correlate all information on the bank booking system within NHSGGC, being the single point of contact for all Staffbank information. Critical to the success of this will require; working closely with services across the board area, setting up systems which will allow the gathering of existing information, maintenance and updating of the bank workforce.



	5.  MAIN DUTIES & RESPONSIBILITES

	
· Working in conjunction with the Staffbank Management Team to maintain and improve staffing information databases which will support the information requirements of NHSGG&C.

· Maintain information systems relating to all aspects and grades of Bankstaff, for the purpose of fulfilling mandatory and statutory requirements and in accordance with GDPR legislation. 

· The compilation of reports for internal and external bodies. (e.g. Scottish Executive, ISD, Board and service management teams.) 

· The provision of a centralised reports, on a daily, weekly and monthly basis to the senior management team. This involves extracting and collating information from the bank booking system, analysing the data, and producing meaningful reports. 

· Provision of ad hoc information requests to managers throughout NHSGG&C

· Liaising with Resourcing and Workforce planning teams, and other bodies, such as the Nursing and Midwifery Council to ensure the accurate recording of information held on the bank booking system.

· In conjunction with Staffbank Management team, liaise with finance colleagues, recruitment and workforce planning teams to establish that cost codes are matched and allocated to the appropriate area. 

· In conjunction with the Staffbank Service Manager, create monthly and annual reports, highlighting trends and patterns. 

· Develop and maintain a strong network of professional and Service leads, within Sectors, Directorates and HSCP’s  to ensure continuing accuracy of the bank booking system.

· To undertake agreed project work and attend meetings for professional development purposes.

· Provide ongoing support, assisting the Staffbank Management Team as and when required.


	6. SYSTEMS AND EQUIPMENT

	The post holder will be required to utilise Information Technology systems such as Personal Computers/Laptop computers & Printers
 
The post holder will also be expected to have extensive knowledge of current software applications, such as:
· Microsoft Word 
· Microsoft Excel
· Microsoft Access 
· Microsoft PowerPoint
· Microsoft Project
· Microsoft Teams
· Business Objects

Other equipment used

· E-mail 
· Telephone
· Laptop and projector for presentation purposes
· Personal Files

    Systems
It is expected that postholder will use these systems to obtain and utilise all information available for the purposes of producing ad hoc reports for in relation to Staffbank information for all local Regional and National purposes.

· Bankstaff ( Bank Booking System ) 
· Payroll System
· eESS
· HR portal
· Jobtrain
· NMC Register 
· Internet & Staff Intranet
· NHS Scotland Information and Statistics Division (ISD) downloads


	7. DECISIONS AND JUDGEMENTS

	
Whilst working within the parameters of national and local policies and legislation (e.g. GDPR, equal opportunities legislation), it is the post holder’s responsibility to make a judgement on the most appropriate course of action on a case by case basis, ensuring best practice.  

The post holder is expected to use their own initiative to prioritise workload.  

The post holder will work autonomously although advice is available if required from the Staffbank Service Manager.

The post holder must have the ability to respond to changing service needs as a result of service design/redesign, changes to employment legislation and implementation of HR policies

	8. COMMUNICATIONS AND RELATIONSHIPS

	
The role involves a high level of verbal and written communication both internal (at all levels) and external to the organisation: -

Internal: Diverse clinical and non-clinical staff including Director of Nursing, Chief Nurses, Clinical Directors and Lead Nurses, Workforce Planning, Resourcing Team, Payroll Department and Finance Department.
   
External: Other NHS Divisions, Scottish Executive Health Department, Information Services Division (ISD), NHS Education for Scotland (NES), General Medical Council, General Dental Council, NMC and other professional bodies.

Excellent communication skills are required in order to persuade others and negotiate the implementation of change. Strong presentation skills are required as is the ability to express views convincingly and coherently using a variety of media.

The post holder will be required to deal with highly complex and sensitive information using discretion e.g. diversity, pay information etc.  As such the post holder will be exposed to sensitive and highly confidential information.

The post holder is responsible for customising the information provided, to ensure that the recipients’ requirements are fulfilled and that each report is fit for purpose, on a case by case basis.  

In the course of all communications, confidentiality is paramount. 


	9. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical Effort
· Ability to handle conflicting priorities against demanding timescales
· Requirement to spend 75% of the working day at the workstation (i.e. sitting in a restricted position) using PC to produce and compiling reports, analyse information, respond to e-mails and deal with telephone enquiries. 

Mental Effort
· Extensive concentration required on a daily basis when producing and compiling reports, analysing and interrogating information and participating in formal meetings.
· Frequent interruptions such as telephone calls, e-mails and staff members seeking advice, which requires the post holder to change from one task to another at short notice. 

Emotional Effort
· Requirement to source information which is not readily available and persuade individuals to co-operate in achieving the task e.g. Reports on Substantive staff from Workforce information
· Frequent exposure to conflicting, sensitive and highly confidential information. 
· Use of facilitation skills to mediate between parties with opposing views.
· Requirement to adhere to tight deadlines is a pre-requisite of the post

Working conditions
· Daily use of PC
· Occasional exposure to verbal aggression.


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	
To provide an effective and comprehensive information service in a rapidly and continually changing environment.

Development and maintenance of a single source information system to ensure consistency in the provision of Bankstaff information across NHSGG&C, whilst working within the parameters of national and local policies and legislation.

Requirement to source information which is not readily available and / or which can often be conflicting due to the lack of pre-existing sources/systems and the geographical nature of NHSGG&C. 

Requirement to analyse and interpret large / complex data sets in order to present information in a way which is relevant and appropriate.  


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

	· Educated to degree level and/or equivalent level of knowledge.
· Demonstrates continual professional development through attendance at conferences/training days, accessing updates through Internet & journals.
· Excellent communication, influencing, mediation, project and people management skills are fundamental to this role as is the ability to work on own initiative.
· Proficient in Microsoft Office.




	12.  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:

 Head of Department Signature:

	


Date:

Date:



PERSON SPECIFICATION

Staff Bank Service – Workforce Analyst

	CRITERIA
	ESSENTIAL

	DESIRABLE

	Education, Training and Qualifications 

	· Degree in relevant subject or equivalent demonstrable experience. 
· In-depth knowledge of Microsoft Office including Outlook, Word and advanced Excel skills.
· Advanced IT skills in maintaining computer systems at administrator level.
· Equivalent relevant experience to this role.
	

	Experience, Skills and Knowledge 

	Organisational
· Share values of NHS Greater Glasgow and Clyde and adherence to Policies and Procedures.
· Attention to detail and accurate data entry skills. 
· Ability to use own initiative and work flexibly maintaining a high standard of approach to work duties and following SOPs.
· Good communication and influencing skills with the ability to gain confidence of a wide range of senior professionals and managers. 

Personal 
· Worked in similar role or equivalent level experience.
· Experience of working in contact centre or high volume transactional service.
· Experience of working in a team.
· Experience of interpersonal skills with the ability to communicate effectively both verbally and in writing. 
· Ability to demonstrate negotiation, influencing, planning and co-ordination skills.
· Experience of meeting service targets.
· Ability to adapt to changing priorities and tasks.
· Ability to remain calm whilst working in a busy high volume environment. 
· Ability to work on own initiative.
· Ability to prioritise own workload and work flexibly to meet the organisational needs of the service as well as team and individual performance targets.
· Experience of setting and maintaining key performance indicators.
· Ability to maintain confidentiality always. 
· Promote equality and diversity in the working environment.  

System
· Experience of call centre systems and processes, including a strong awareness and understanding of telephony networks/database and workforce booking systems.

· Good technical knowledge of Microsoft, advanced skills in Excel to allow spreadsheet development and manipulation.
· Experience in a telephone based customer service environment. 
· Experience of extracting, manipulating and presenting information from data base and workforce booking systems. 
· Continual improvement of systems and processes.
	· Geographical knowledge of the NHS GGC  operational area  e.g. location of  Acute
Hospital sites across Greater Glasgow and Clyde.

· Knowledge of NHSGGC Workforce Policies and Processes.

· Knowledge of NHS workforce structures and supplementary staffing.








