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SCOTTISH AMBULANCE SERVICE

JOB DESCRIPTION


	
	
1. JOB IDENTIFICATION


	
JOB TITLE


	
Head of Workforce Planning & Analytics


	
JOB DESCRIPTION REFERENCE

	MLPR465

	
DEPARTMENT

	Workforce Directorate

	
NO OF JOB HOLDERS

	1

	
DATE JOB DESCRPTION AGREED

	27 July 2022















	
2. JOB PURPOSE


	
Maintain oversight and control over multiple Workforce Systems and Analytics as well as ensuring the fidelity, accuracy and timeliness of information, regularly developing methodologies and strategic approaches to getting the right information, from the right sources to the right place with a single version of the truth and doing so using the best approaches to extracting, storing and presenting data. 

Oversee and be responsible for the development of the Service’s Workforce Plan and be accountable for the process for its production. 

Enable the Service to take appropriate operational and strategic actions by forecasting people trends based on historical tendencies in relation to workforce analytics. Aid the operational planning of the Service by enabling the presentation of complex data into dashboards and reports that are easy to understand by the key stakeholders. To represent the Service at local and national Specialist Interest Groups in order to develop best practice and processes in line with the trends.




	
3. DIMENSIONS


	
The Workforce Directorate has three key responsibilities, 1) the delivery of high quality; Workforce focused Human Resources solutions as an organisational support function 2)  Health, Safety and Wellbeing policies procedures and strategies to continuously improve the Services staff experience at work and 3) the development and delivery of Organisational Development, Leadership and Learning strategies, policies and interventions to support cultural and organisational change and improved performance. 

The post holder provides the leadership and specialist expertise required to develop the Service’s people plans in partnership with the Director of Workforce, the Workforce Directorate Senior Management Team and staff and the wider Service Senior Leadership Team and Executive Team.




	
4. ORGANISATIONAL POSITION
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5.  MAIN TASKS, DUTIES AND RESPONSIBILITIES 


	
Strategic and leadership

· Lead on the development and implementation of the Service’s Workforce Plan, utilising appropriate workforce systems and analytics based on the Service strategies, vision and priorities.
· Provide strategic input and direction to the senior leaders by translating complex data and trends, supporting the leaders to better plan and forecast operational pressures and formulate business continuity initiatives dependent upon workforce data.
· Act as an expert advisor to senior leaders when procuring or retendering workforce systems to ensure financial efficiencies and system effectiveness. 
· Work collaboratively with senior stakeholders across the Service (especially with Finance and the Enabling Technology programme board) setting and leading the delivery roadmap for workforce systems.
· Work in a close partnership with the Workforce Directorate senior management team to ensure the function is responding to organisational and operational needs and continuously improving or changing as required – establishing a continuous feedback loop and improvement cycle.
· Provide strategic advice to the Director of Workforce on the best course of action to support key strategic goals and operations.
· Support the Director of Workforce by providing input/contributions to Board papers and other committees.
· Keep up to date on regional and national technical and non-technical analytical developments, thought leadership and latest research in the field.
· In collaboration with ICT and Management Information teams lead on the choice, development and implementation of the workforce analytics systems. 

Analytics

· Oversee the development of People Analytics dashboard(s) aligned to the Service and Workforce Directorate strategies and priorities, ensuring that information provided should be insightful, relevant and actionable.
· Lead on creation of Key Performance Indicators (KPIs) for Workforce Directorate activities that are accurate and useful, covering both organisational KPIs (e.g. turnover) and internal / Workforce Planning and Analytics team KPIs (e.g. iMatter response rate and report generation).
· Responsible for developing improved performance data for operational and support services managers to be able to provide quality value for money services.
· Lead on the implementation and long-term maintenance of multiple information systems and the associated policies, procedures and protocols working across corporate areas and all operational functions providing advice and responding to information needs as appropriate.

Training and guidance

· Oversee the design of training and guidance of Workforce Planning and Analytics team and line managers in accessing, interpreting and using People Analytics outputs. 
· Assist managers with the production of relevant and appropriate workforce data in the development of regional and national workforce plans.

Continuous Improvement

· Monitor industry best practice and look to innovate and contribute to the continuous improvement agenda.
· Input into and enable Workforce plan and process optimisation through suitable data analysis.
· Where appropriate, oversee or input into the HR process optimisation implementation led by other teams (contract management to be done via HR & ER team).
· Lead on, oversee and monitor procurement and purchasing of external specialist Analytics tools when required (working with Procurement, Finance and Business Intelligence teams as required).
· Continuously review Workforce policies, procedures and protocols related to workforce information systems.


Management

· Line manage and hold responsibility for the Workforce Planning  and Analytics team.
· Develop short and long term plans and strategies for the team and reprioritise as workload changes.
· Manage budget delegated to Workforce Planning and Analytics team. 
· Set objectives, agree personal development planning and learning needs for Workforce Planning and Analytics team and complete annual appraisals for all members.
· Ensure the team is working to required standards and measuring performance against agreed Workforce Directorate KPIs.




	
6 EQUIPMENT AND MACHINERY


	
The following equipment is used on a frequent basis in the execution of duties:
· Service Laptop
· Printers 
· Audio/Visual equipment
· Mobile telecommunications
· Hands free telecommunications equipment
· Video conferencing equipment/Microsoft Teams
· Standard Microsoft Office packages e.g. Word, Excel, and Power-point to manipulate     information and produce reports to aid decision making and insight into the Workforce Directorate operational/strategic matters.
· National data systems which utilise and provide information on key workforce trends and indicators
· Email for routine communication on a daily basis.




	
7.  SYSTEMS


	
The post holder uses software on a regular basis, when developing and creating reports. The post holder requires an understanding of eESS (HR system), LearnPro, Turas Digital solutions and SAS Operational systems, (GRS, Data-Warehouse, Tableau and other agreed platforms).

The post holder will set the direction and operationally oversee the development and alignment of key organisational Workforce systems e.g. eESS, Turas Appraisal, Turas Learn, Turas Learning Record Store, Turas Data Intelligence, Data-Warehouse, GRS, Tableau, LearnPro and People Analytics to support the delivery of the Workforce Directorate’s reporting, monitoring and forecasting objectives.




	
8.  DECISIONS AND JUDGEMENTS


	
The post holder must interpret and prioritise the internal and external drivers affecting the Service, assessing and conceptualising both operational and strategic implications and opportunities which they present in order to develop and promote a culture based on strong leadership principles.

This requires a high level of intellectual capacity as it involves analysing and distilling large amounts of complex and shifting information, which inevitably incorporates volumes of quantitative data (historic, current and modelled) and more esoteric and prosaic ideas, concepts, models and frameworks. The post holder must decide how best to present and utilise the output of those deliberations, particularly in providing advice and direction to others (mainly Senior and Operational Managers).

The post holder is generally required to work under his/her own initiative and must continually make decisions and exercise judgements which can have significant organisational impact. This requires a high level of intellectual capacity as it involves analysing and distilling large amounts of highly complex, sensitive and potentially contentious information.




	
9.  COMMUNICATIONS AND RELATIONSHIPS

	
The communication, influencing, relationship management and partnership working skills required for this post are significant internally and externally to the Service. The post holder requires being sensitive to the needs and different perspectives of multiple staff groups, from Executive level to frontline staff. The post holder requires to present complex ideas to Executive and Service colleagues e.g. on workforce data and analyses, seeking co-operation and support for the implementation of proposed plans.

Internal
Director of Workforce: - to develop plans, review progress and the performance of the Workforce Planning and Analytics team.
Chief Executive, Executive Team, Staff Governance Committee, Partnership Forum and Directorate senior management teams – for the purposes of winning agreement to reviews and policies, report progress, working with individual directors and management teams
Senior managers: - presenting solutions, directing staff groups towards policy and guidance.

External
NHSS Workforce Leads network - information sharing and exchange.
Senior managers in all NHSS Boards.
SGHD - participating in national working groups to obtain information on national initiatives, assessing the impact for the Service
NHS Education Scotland - collaborative working on the implementation of NES Digital Solutions for Workforce.
Providers of workforce systems solutions for the Service to secure appropriate organisational people analytics solutions to meet Workforce Directorate Strategy requirements.




	
10.  PHYSICAL, MENTAL AND EMOTIONAL DEMANDS OF THE JOB


	
Physical Effort: - this is primarily a desk based role with the requirement to deliver Workforce Planning and Analytics which involves presenting, standing and meeting with managers and staff and external partners at any location across Scotland.

Mental Effort: - The post holder experiences frequent periods of prolonged concentration when strategically analysing a wide range of complex information and data including undertaking research and synthesizing findings into coherent and comprehensive reports, presentations and designs. The post holder has to manage across a range of challenging priorities and requires to react quickly to deliver strategic presentations and reports at short notice. The post holder cannot always work to a predictable pattern of activity and needs to respond to requests for information and advice from senior colleagues.

Delivering to senior staff internally and externally is demanding in terms of concentration, maintaining robust standards of personal governance often in challenging circumstances and being able to change direction.

The post holder needs to respond on the spot to challenging questions when delivering presentations e.g. to the Executive Team; drawing on extensive specialist expertise providing credible and sensitive/calm responses.

Emotional Effort: - The post holder will experience occasional direct exposure to difficult circumstances, for example when delivering difficult, unwelcome, messages to senior colleagues during presentation of people data and analyses.

In providing sensitive Service workforce data, the post holder will be required to maintain strict confidentiality and trust at all times. These conversations could involve disclosure of difficult Service workforce challenges.




	
11.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB


	
Working on systems and processes which challenge established ways of working which can be uncomfortable for individual executive members, senior managers, managers and staff alike; a high degree of resilience is required.

Establishing performance measures and reporting to assess the impact of Workforce Planning and Analytics on the delivery of corporate objectives.

Working with a relatively small team and budgets to deliver key organisational objectives.

Balancing national and internal priorities and commitments.




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

	
Qualifications 
Educated to degree level.
Post graduate qualification in Workforce Planning or Strategic Human Resources or equivalent. 
Chartered membership of Chartered Institute of Personnel & Development (CIPD).
Experience 
Extensive, highly developed specialist Workforce knowledge gained in a Human Resources & Organisational Development function. 
Experience working in NHS, Scottish Government or Public Sector environments.
Experience working in a Unionised environment.
or 
Extensive senior management experience in a complex delivery environment demonstrating delivery of change and operational planning. 
Considerable experience in the design and delivery of organisation wide change management programmes. 
Significant leadership and management experience working with executive and senior management teams in NHS or Public Sector organisations. 
Experience of policy development and implementation that reflects both corporate and system wide directives.



	
13.  JOB DESCRIPTION AGREEMENT


	
Job Holder’s Signature:

Head of Department Signature:

	
Date

Date
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