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Job Description

SECTION 1
	JOB IDENTIFICATION
	

	Job  Title:


	Senior Recruitment Advisor 

	Department(s):


	Recruitment Team, Workforce Directorate

	Location:


	Westholme, Woodend Hospital

	Grade:


	Band 5

	Salary:


	£28,384 - £35,365 (per annum)



	Hours: 
	37.5 hours per week

	Contract:


	Permanent 

	Reference:


	NJS139668


SECTION 2

	
	Job Purpose – 
The post holder will be required to administer the recruitment function for all NHS Grampian Staff in accordance with the differing requirements and policies of the client Boards within NHS Grampian, conforming to locally and nationally agreed policy and legislation.  
To support NHS Grampian by providing a high quality recruitment service which offers advice and guidance to appointing managers while promoting a positive representation to post applicants and delivers NHS Grampian’s values. This will include an allocated recruitment section.
Delivers training and staff development on a variety of topics in relation to both general and medical staffing agendas.

Act as a Level One User issuing Certificate of Sponsorship and working to the responsibilities as outlined by the UK Border Agency, ensuring Recruitment Team are aware of immigration regulations.
Provides support to the Recruitment Team Leaders and Recruitment Manager as required.
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	1
	Communication and relationship skills

The post holder will deal with cultural/language barriers due to English not first language for many staff.

The post holder is required to interpret complex change in legislation/policy such as changes to UK Border Agency Regulations, General Medical Council requirements, Scottish Executive guidance (in relation to a variety of medical staffing regulations) and Disclosure Scotland Guidelines.
The post holder is required to act tactfully and with diplomacy when dealing with sensitive or contentious recruitment issues e.g. for “difficult to fill” posts or where there is candidate/manager dissatisfaction (in relation to appointability, eligibility etc).
The postholder will be the first contact for the Recruitment Advisors/Assistant supporting the Recruitment Team Leaders as and when required with performance management. Signing off recruitment checklists and applying for PVG/Disclosures.  Supporting the Recruitment Team Leaders to review KPIs.

Promote NHS Grampian as an “Employer of Choice” to the general public, schools, colleges, universities and other events as and when required, will also include the co-ordination of booking events and ensuring promotional resources / materials are available.

Postholder will support users within the Organisation on all recruitment policies and procedures within the PIN Pre and Post Employment policy.


	2
	Knowledge, training and experience

The Senior Recruitment Advisor is required to have extensive recruitment experience and knowledge through training (to degree or equivalent level) 

There is a requirement for robust and detailed knowledge of general and medical recruitment policy and procedure and BMA/BDA regulations together with an in- depth understanding of the complexities at national and local levels.
He/she will have the ability to anticipate and plan medical appointments and rotations for NHS Grampian working alongside the Medical Staffing Specialist within the Team.
Knowledge of UK Border Agency Regulations relating to employees entitlement to work in the UK and in obtaining Sponsorship for future employees.

The postholder is required to support the Recruitment Manager and Team Leaders in the planning, management and implementation of new projects with the team.


	3
	Analytical and judgemental skills

Makes decisions on specific areas of Recruitment where there is a choice of options and a requirement to assess the best way forward.
Advises and coaches team and managers on appropriate actions e.g. where an interview panel member “drops out” at last minute, or where a consultant requires guidance on how to recruit to a vacant post. 
Responsible for shortlisting posts on behalf of service managers.
Signatory, requiring ability to check and authorise documents and promote “Safer Recruitment” ethos eg. Recruitment Packs, PVG applications.

	4
	Planning and organisational skills

Post holder plans own workload and will assign/delegate tasks to Recruitment Advisors/Assistants as necessary. Ensures that the work is carried out within the set timescales.
Required to run monthly reports from Sponsorship Database to ensure that employees with limited Leave to Remain in the UK remain entitled to work by ensuring evidence is gathered to support this and also maintaining the Sponsorship Database.
Weekly Scrutiny Panel vacancy approval taking forward any necessary actions.
Running IT and Induction Reports for IM&T to enable new appointees to receive log in details prior to their commencement in employment.

	5
	Physical Skills

Very frequent use of PC.
Inputting a substantial amount of data to the in-house databases.

Excellent IT skills, particularly in Recruitment Systems, Microsoft Office Word, Email, Excel and Internet Explorer.



	6
	Responsibilities for patient/client care

Contact with patient / clients is rare / incidental to role.


	7
	Responsibilities for policy and service development implementation

Post holder will make recommendations for and propose amendments to current policy procedure in relation to medical and non medical  recruitment and thereafter will introduce/implement and review necessary changes. Will also be responsible for staff training and alterations to documentation.

These issues are particularly complex and the implications are far-reaching e.g. involvement of Executive interviews, changes to Contracts or Employment, adhering to “Code of Practice – Provision of Information for Postgraduate Medical Training” etc.


	8
	Responsibilities for financial and physical resources

Completes and authorises PVG applications.


	9
	Responsibilities for human resources

Responsible for the day to day management of Recruitment Advisor/Assistants, including work allocation, signing Recruitment Checklists and ensuring that work processed is to a high standard.

Post holder has responsibility for Sponsorship Database and first point of contact to Recruitment Team and Managers within the organisation for immigration advice. Ensures NHS Grampian are adhering to the Home Office Regulations.

	10
	Responsibilities for information resources

PC, Microsoft Office Word, Email, Access Database, Internet Explorer, Recruitment On Line Systems.

Inputting a substantial amount of data to the in house databases.

Ensure quality assurance checks are undertaken by the post holder for Recruitment Advisors/Assistants recruitment checklist and any inaccuracies are picked up.  This is necessary as information is exported from the Preferred Candidate Database and provided to IT/L&D Department.


	11
	Responsibilities for research and development

The post holder will provide support to the Recruitment Team Leader in relation to testing recruitment systems ensuring fit for purpose.  Feeding back to the Systems Team or Jobtrain people as appropriate.

Responsible for reporting Jobtrain issues to Technical Team, TURAS Team for Medical issues.
The postholder will participate in Staff Surverys and supports the Recruitment Team Leader as required in any audits.


	12
	Freedom to act

The post holder has autonomy in the day to day operational management of the Recruitment Advisors/Assistants.  Ensuring staff resource used effectively to meet the required deadlines set out for the Recruitment Team.

The postholder has freedom to act and operates on own initiative with advice from team leader/manager if required.

There is an expectation for the post holder to make decisions with regard to the legality of the process e.g. where it is appropriate to appoint a locum or the protocol around the advertising of and appointment to posts. 
First point of contact for Freedom of information requests supporting the Recruitment Team Leader and Recruitment Manager as and when required.


	13
	Physical effort

The post holder uses a PC for most of the day.


	14
	Mental effort

Long periods of concentration to ensure accurate information entered into systems.
A high degree of concentration is required as occasion unpredictable interruptions eg. Team member requiring advice, service users requesting urgent information or support with completing recruitment documentation.


	15
	Emotional effort

As the Recruitment Team are the first point of contact for all candidates throughout the recruitment process the post holder occasionally deals with distressing situations eg. Informing candidates of unsuccessful application

. 

	16
	Working conditions

The post holder uses a PC for most of the day, office conditions.
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PERSON SPECIFICATION

	The Person Specification should meet the demands of the job and comply with current legislation.  Setting unnecessary standards may, for example, unfairly discriminate against one sex, the disabled or minority racial groups.  Applicants should be assessed in relation to their ability to meet the real requirements of the job as laid down in the job description.  Shortlisted candidates MUST possess all the essential components as detailed below. 


POST/GRADE:
Senior Recruitment Advisor / Band 5
LOCATION/HOSPITALS:
Westholme, Woodend Hospital

WARD/DEPARTMENT:
Recruitment Team, Workforce Directorate, Westholme










	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications

	Degree Level (or equivalent) 


	

	Experience

	Extensive recruitment experience and knowledge.  

Knowledge of UK Border Agency Regulations relating to employees entitlement to work in the UK and in obtaining Sponsorship for future employees.


	Previous NHS experience



	Special Aptitude and Abilities

 
	Evidence of ability to plan, manage and implement new projects.

Good communication and organisational skills.

Ability to use initiative and seek creative solutions.

Excellent IT skills.

Able to demonstrate an understanding of typical problems faced within a recruitment office.

Ability to prioritise and meet deadlines.

Ability to maintain confidentiality.
	Awareness of employment legislation/diversity issues



	Disposition


	Motivated and enthusiastic team player.

Customer focussed.


	

	Physical Requirements
	Good attendance record.

Able to work in a fast paced environment.


	

	Particular Requirements

of the Post


	Genuine interest in ethos of fair and effective recruitment.


	

	MAJOR RISKS IN DOING THIS JOB



	Please indicate the major risks the job holder could face in doing this job e.g. lifting patients/objects, working with hazardous substances, dealing with violence and aggression.
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