
Job Description
 

	1.  JOB IDENTIFICATION

	 
Job Title:	                               Supplementary Staffing Resource Coordinator 
                                                    (Medical, AHP/Other Clinical, Nursing & Non Clinical)

Responsible to:	        Business Development & Administration Manager

Management Team:	        Corporate Nursing - Supplementary Staffing
                                                        
Operating Division:	        Corporate Nursing

Job Reference                             122414
   
No of Job Holders:                       20  

Last Update (insert date):            September 2019


	2. Job Purpose

	Responsible for receiving requests for supplementary staffing, source and secure available staff for work, to meet the demand of supplementary staffing.  This may involve escalation to agencies if there is insufficient capacity of available Bank workers.
Support the Supplementary Staffing Manager in the delivery of all new Staff Bank service developments and projects, including for example, staff recruitment, demand management and placement negotiations for workers, ensuring quality and operational targets are achieved.


	3. DIMENSIONS

	The post holder(s) support the Business Development & Administration Manager to ensure services are delivered, and that national and local targets are met.
The Supplementary Staffing service encompasses a 7-day working rota, which covers NHS Lothian and is responsible for the coordination of supplementary staffing, bank and agency workers and Medical Locum shifts.
Post holder(s) will participate in the rotational programme working through all areas within supplementary staffing service, including nursing, non-clinical, AHP & other clinical, training and medical locum to develop in-depth breadth of knowledge.
Providing a workforce of multi-disciplinary supplementary staff to meet the changing needs of the organisation and supplies in excess of 6500 shifts of supplementary staff per week for all staff groups across NHS Lothian (both clinical and non-clinical) in addition there is a direct engagement model for Medical Locums.
The medical locum service deliver via an in-house service of bank workers and Medical Staffing Agencies to services across the whole of NHS Lothian, serving a population of approximately 800,000 through 27 hospital / clinic sites, 125 GP practices.
Support the implementation of a regional bank service for the South East of Scotland.
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	5.   ROLE OF DEPARTMENT

	Corporate Nursing is responsible for providing expert advice on nursing, midwifery and allied health professional and the impact of other clinical and non-clinical staff throughout NHS Lothian on safe and effective patient care.  This is achieved through the safe and effective development and application of NHS Lothian's Nursing, Midwifery and Allied health Professional resources and engaging with external suppliers and organisations.
The Directorate provides expert advice on Nursing, Midwifery, AHPs and other non-clinical staff throughout NHS Lothian; promotes good governance, application of and consistent compliance with Policies, Procedures and Protocols.  The department also manages, on behalf of the NHS Board, the Medical Locum (ML) Team for NHS Lothian.
The Staff Bank provides a supplementary staffing service across NHS Lothian by recruiting staff, matching available staff to requests, processing payment, accessing training and providing regular communications with bank workers and service users.
Responsible for supporting the implementation of a regional staff bank for the South East of Scotland.


	6.  KEY RESULT AREAS  

	1. To support NHS Lothian’s values of quality, teamwork, care and compassion, dignity and respect, and openness, honesty and responsibility through the application of appropriate behaviours and attitudes.
2. To monitor fill rate of shifts via Employee on Line (EOL) and match the demand for supplementary staff with supply from the staff bank and agency providers where EOL is unable to secure fill.
3. Discuss fill rate concerns with service users agreeing appropriate remedial action e.g., and escalate any unresolved issues to Team Leads.
4. Liaise with service area managers, negotiating shift times as necessary to ensure shifts filled and arranging support shifts for staff working in new clinical areas 
5. Source secondary supply of temporary staff from framework or off contract agencies, ascertaining hourly fees and escalate to service requester for authorisation to proceed, identifying any discrepancies with said rate and raising directly with Supplementary Staffing Managers.
6. Monitor agency compliance by ensuring that a pre-employment checklist is completed and all mandatory placement checks have been completed  (e.g., IR35 compliant, PVG in place, professional registration and training is up to date).
7. The post holder will be aware of the contract framework agencies NHS Lothian uses and will direct requests to provide best value for money.
8. Deal with telephone and face to face, enquiries from all staff groups, providing information, directing and prioritising queries as appropriate, to ensure efficiency and effectiveness of service delivery.
9. Respond to a range of enquiries from bank staff and requesting service areas, taking follow up actions where appropriate, including, recording and advising service user/area of cancellations or short notice shift fill by bank workers.
10. Take calls and respond to bank workers enquiring about their annual leave entitlement, processing annual leave requests, extract annual leave data from Staffbank system, and updating database.
11. Responding to payroll enquiries and advising or escalating to line manager where appropriate
12. Escalate concerns received from service areas regards staff bank workers’ performance to the appropriate manager. 
13. Carry out database maintenance & housekeeping tasks on a daily basis, such as reviewing unfilled/retrospective demand and categorise appropriately, amending allocation of resource shifts against actual demand and highlighting and correcting duplicate requests.
14. Provide an out of hour’s service (evenings until 8pm and weekends from 8-8) without direct supervision, using initiative to solve queries as they arise.  Responsible for securing building and setting intruder alarm at end of shift.
15. Manage outlook inbox on a daily basis, (bank workers, service user enquires on a variety of different subjects) taking appropriate action or escalate to line manager if further direction required.
16. Provide general administrative support to the Supplementary Staffing Service, including: filing, scanning, emailing, texting, typing and processing of invoices, cover and support to the Comely Bank Reception Desk and any other administrative tasks as allocated by line manager.
17. Liaise and work comprehensively with NHS Lothian Training and Education Department in providing advice and booking supplementary staff onto core mandatory and professional development courses.
18. Coordinate the administration of the medical locum recruitment process for applicants to ensure compliance with nationally agreed pre appointment and placement checks, organise interviews, and participate in induction and recruitment events around Scotland. 

	7a. EQUIPMENT AND MACHINERY

	Networked IT server.
PC Headset telephone equipment.
Office equipment including photocopier, printer, scanner.

	7b.  SYSTEMS

	Office filing systems for timesheets, staff files and recruitment files etc.
Electronic data storage for all supplementary staffing functions (staff  availability, requests, bookings, pays, communications).
E mail.
Allocate request and booking system.
Netcall telephone system.

	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder operates according to Supplementary Staffing protocols making decisions within agreed parameters and boundaries. 
Work is directed from service demand, generated recruitment work plans and daily dispensing of work, which is facilitated by the Team Lead and communicated via daily team huddles. 
The post holder will work within clearly defined policy guidance and recruitment processes to organise and prioritising their individual workload in order to meet stringent departmental timelines and targets. 

The post holder will be an initial source of problem solving and be able to negotiate timescales with Managers when necessary.

The post holder will receive an annual appraisal setting out objectives in consultation with the Team Lead linking to their Personal Development Plan.


	9.  DECISIONS AND JUDGEMENTS

	The post holder uses their own initiative to determine priorities within their workload on a day-to-day basis in order to meet process timescales and recognise when volume of workload reaches a limit 
that requires escalation to the Team Lead.
Advise Clinical Managers, Service Managers and Clinical Directors of information relevant to staff to enable informed decisions to be made regarding the appropriate deployment of staff e.g. level of experience of potential agency or medical locum or restrictions on practice for health or other reasons. 
Take decisions when to escalate serious situations e.g. employee conduct issues or IT failures to the Supplementary Staffing Managers as appropriate.


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB 

	Balancing the competing and changing workload as each day progresses from a range of clients across Lothian each with their own priority status based on local activity and acuity.
Frequent exposure to difficult and demanding individuals, handling highly sensitive issues (e.g. bank workers/medical locums/AHP’s with pay queries or restrictions on use; service managers who have failed to comply with protocols by using staff before pre-employment checks are complete or who agree terms and conditions that are outwit agreed parameters).
Imprecise/Incomplete information for managers requiring the post holder to use their knowledge and experience to resolve e.g. balancing incomplete recruitment checks with urgent clinical service requirements, and knowing when to escalate this to the Line Manager.
Prioritising and organising workload effectively to meet deadlines.

	11.  COMMUNICATIONS AND RELATIONSHIPS

	Frequent verbal and written communication with Internal and external stakeholders including:

Internal managers; Deputy Director, General Manager, Supplementary Staffing Managers, Clinical Managers, Service Managers, Senior Charge Nurses, Clinical Directors and bank workers and with external nursing and medical agencies.

Frequent communications with medical and nursing staff based in Health Boards requiring the use of negotiation and persuasive skills to encourage staff to take on work.

Liaising with other support services on behalf of bank and agency staff, for example recruitment, HR, and 
payroll departments.

The post holder must recognise the need to employ tact and diplomacy when dealing with dissatisfied 
Service Managers/Clinical Directors, Bank/Agency staff and external agencies.


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

	Physical:
Advanced keyboard skills for real time data input and manipulation.
Sitting for long periods of time, majority of time will be spent call handling or VDU work.
Mental:
Concentration required when undertaking “real time” data entry in which a high degree of speed and accuracy are essential owing to the detailed nature (multiple bookings for different wards /dates / grades of staff) of the information being relayed.
Concentration is required frequently for long periods when processing direct engagement and payroll details manually.
Emotional: 
Frequent exposure to difficult and demanding individuals, Dealing with Service Managers/Clinical Directors who may be annoyed/angry/irritated by staffing situation.
Bank/Agency staff upset by working conditions/situations encountered or angry about pay discrepancies.
Environmental:
Continuous use of VDU during shift.
Shared office accommodation.

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

	· Educated to SCQF Level 7 e.g. SVQ3 in administration/business studies or equivalent experience 
· Proficient in the use of staff bank software, outlook/group wise email software and Microsoft Word and Excel.
· Advanced keyboard skills for data entry.
· Knowledge of NHS structures and organisation in particular the range of specialities and locations across NHS Lothian, and/ or other Health Boards. 
· Demonstrable customer care and call handling.
· Excellent communication and negotiation skills.
· Organisational skills and attention to detail.

	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each job holder to whom the job description applies.
Job Holder’s Signature:

Head of Department Signature:   
	


Date:

Date:



