
JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:                                      Medical Staffing System Administrator 
Responsible to:                            HR Manager – Workforce/Job Planning  
Department(s):                             Medical Staffing
Directorate:                                  Human Resources 
Operating Division:

     Greater Glasgow and Clyde
No of Job Holders:

     1



	2.  JOB PURPOSE

	As a member of the medical staffing team, the post holder will provide a professional and comprehensive medical staffing information service primarily in relation to Job Planning across NHSGG&C.  The post holder will be responsible for development and maintenance of E-Job Plan (EJP)*, the provision of statistical reports and analysis using Microsoft Excel and acting as first point of contact with the service.  
* an electronic system which records and holds information relating to Job Planning



	3.  ORGANISATIONAL POSITION

	See attached 


	4.   SCOPE AND RANGE

	NHSGG&C employs approximately 3,000 medical staff (headcount), including approximately 1600 junior doctors (headcount). 

The medical staffing team provides a professional and comprehensive medical staffing service across both the Acute Division and HSCPs.

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



	  5.   MAIN DUTIES AND RESPONSIBILITIES

	The Allocate E-Job Plan system is available to all Career Grade doctor and Dentists within 

NHS GGC.  E-Job Plan (EJP) records and holds information relating to the Clinicians Job Plan and allows management to interrogate the system and extract data/reports.

1.      Maintenance and development 

· Responsible for ensuring the E-Job Plan system and Organisational Database are up-to-date with all starters and leavers and reconciles with Manpower and Payroll systems.

· Implementation of process for adding new employees to the system and ensure Departmental information is up-to-date by liaising with the Service.  This includes release of Job Plan template and access to the system.

· Responsible for issuing passwords to all users for access to the database, maintaining a database of users and passwords and deleting obsolete passwords.  First point of contact for any access issues.

· First point of contact with Allocate Support team in relation to any System issues that arise on a Daily basis.  Raising calls on the Allocate Support Portal and ensuring issues are resolved timeously.
· Ensure users are notified of any proposed downtime of the system so that measures can be taken to ensure availability of patient data.

· Responsibility for ensuring the system is ready for Annual Job Planning exercise.  This involves liaison with Clinical Directors to establish any changes to establishment/template Job Plan, republishing current Job Plans for all practitioners.
2.      Provision of Advice and Information

· Provide comprehensive support and assistance to all Users of the system and have responsibility for answering Generic email queries on a daily basis.

· Assisting the HR Manager responsible for E-Job Plan to provide regular and ad-hoc reports to the Service as required using Microsoft Excel including advanced formulas including lookups.
· Assist the Medical Staffing Information Workforce & Planning Advisor in the compilation of Medical Workforce information returns for internal and external bodies, .e.g. Scottish Government Health Department (SEHD), Information and Statistical Division (ISD).

· Responsible for updating and maintaining the Medical Staffing Job Planning page on HR Connect, ensuring that the Service have access to up-to-date Job Planning guidance and system updates.

· Maintain all system guidance ensuring any development and releases to the system are incorporated and updated within any guidance documents.


	3.        Training 

· In conjunction with the HR Manager provide training to Medical/Service Manager on the E-Job Plan system.
· Where required provide “one to one” training to users.
· Provide training to Medical/Service Managers in relation to the reporting function of the system.
4.       Other Duties
· Arrange and attend regular and ad hoc meetings as required to provide secretarial duties, i.e.  Note taking.
· Undertake information/data gathering and ad hoc project work as directed by the Medical Staffing H/R Manager.
· Maintain Standard Operating Procedures/Service Level Agreements.
· The Post Holder will as part of the Medical Staffing team be required to cover and assist during periods of absence and increased activity.



	 6. SYSTEM AND EQUIPMENT

	The post holder will be required to regularly use the following in order to correspond, access  and  

 analyse information: -

· Personal Computer & Printer (Microsoft Word, Excel, Access, PowerPoint)

· E-mail 

· Telephone/Fax

· Medical Staffing Web Page

· Databases - Payroll System, ISD database 

· Internet & Staff Intranet


	7.  DECISIONS AND JUDGEMENTS

	     The Postholder is managed by the HR Manager – Workforce/Job Planning
     On a day-to-day basis the postholder works autonomously to ensure the maintenance of the E-Job
     Plan system and database.

     The Postholder is expected to use their own initiative to provide advice in accordance with Policies
     and Procedures.  The HR Manager – Workforce/Job Planning is available to advise
     on more complex matters.
     The postholder will be responsible for producing and interpreting reports and data which are 
     generated from EJP using Microsoft excel
     The Postholder is expected to manage their own workload to deal with daily queries and agreed 
     timelines.



	8.   COMMUNICATIONS AND RELATIONSHIPS

	      The role involves a high level of verbal and written communication both internal and external 
      at all levels throughout the organisation: -
      Internal: Diverse clinical and non-clinical staff including Chiefs of Medicine, Medical Directors, 

      Clinical Directors and Lead Clinicians, General Managers, Service Managers, the BMA and other 
      professional bodies, Resourcing Team, Payroll Department, Finance Department, Learning and
      Education and E-Health.

      External: Other NHS Divisions, Allocate Software Support Team, Allocate Customer Support   

      Managers. 

      The post holder will demonstrate skills of assertiveness and persuasiveness to influence 

      behaviour and negotiate change.  

     The post holder will be required to provide and receive complex and sensitive information using tact

     and diplomacy when dealing with issues relating to pay and terms and conditions.  As such the post 

     holder may encounter conflict and emotional responses.

      In the course of all communications, confidentiality is paramount. 




	9. PHYSICAL DEMANDS

	  Physical Effort

· Requirement to spend 75% of the working day at the workstation (i.e.sitting in a restricted position) using PC to generate letters, produce reports, respond to e-mails and deal with telephone enquiries. 

· Keyboard skills requiring high degree of speed and accuracy.
· Travelling, which can include driving between sites, 1 to 3 times a week

   Mental Effort

· Extensive concentration required on a daily basis when answering enquiries and compiling reports.
· Frequent interruptions such as telephone calls which requires the post holder to change from one task to another at short notice. 

      


	Emotional Effort
· Requirement to communicate outcomes which may not be well received e.g. reduction to Supplements, change to hours of work/ways of working

· Occasional exposure to sensitive issues and emotive and hostile situations. 

· Use of facilitation skills to mediate between parties with opposing views.

 Working conditions

· Daily use of PC

· Occasional exposure to verbal aggression.



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	       Maintaining accuracy of data for large data set which is updated constantly. 

       Interrogating and merging reports from E-Job Plan using advanced knowledge of Microsoft excel.

       Continuously updating knowledge of the system and Job Planning regulations.
       Ensuring the large number of users of the system are adequately trained to ensure accuracy of data.

       To support the development and implementation of the E-Job Planning system at a time of 
       continuous change within the Organisation.

       Maintaining own workload and ensuring that systems and information is updated in a timely manner. 

      Communicating effectively and clearly with the team and others to ensure that information is 
      gathered, input and reported accurately.

       Managing time effectively whilst prioritising workload to meet competing demands.



	


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

	KNOWLEDGE, TRAINING AND EXPERIENCE 

· Educated to diploma/CPP level or equivalent knowledge and experience gained within the HR/Administration function

· Excellent interpersonal, organisational and communication skills are fundamental to the role as are the ability to work on own initiative.

· Knowledge of European Working Time regulations, New Consultant, Associate Specialist and Specialty Doctor contracts and the medical staffing Terms and Conditions of Service. 

· Knowledge of employment legislation, HR policies and PIN Guidelines.

· Excellent keyboard skills
Proficiency in use of Microsoft Office applications – Word, Excel, Powerpoint, Outlook, Internet Explorer.

sound interpersonal and technical skills and the stature to earn the confidence, respect and co-operation of colleagues both internal and external to the organisation.



	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:


