Job Description

	1. Job Identification

	
Job Title: HR Assistant - Central Employment Services

Responsible to: HR Supervisor - Central Employment Services

Department(s): Central Employment Service

Directorate:  Human Resources and Organisational Development

Job Reference: 016915

No of Job Holders: 12

Last Update: 11/07/17



	2.  Job Purpose

	
The postholder will be responsible for providing a professional, quality and customer focussed employment service that supports managers and staff in all aspects of the employee’s journey within the organisation from recruitment to termination.
In fulfilling the job purpose, the postholder will manage all employment services processes and provide support and advice to staff and managers on:
· all aspects of the recruitment process,
· terms and conditions of service including relevant HR policies
· all contractual and payroll information
· all aspects of the HR Information system including
· ensuring that all data held within the system is accurate and held securely including, for example, post structure and attendance information.
· providing workforce information/reports
· checking professional registrations
· user account support of Empower, eManager and ePeople.







	3. Dimensions

	
The Postholder provides support and advice to managers/staff at all levels within the Board on all aspects for employment services.
Examples of some activity levels are detailed below:
· Adverts: 957
· Interviews: 8526
· Preferred candidates/pre-employment checks: 1720
· Engagement: 1720
· Contractual changes: 12 420
· Terminations: 1180
· Daily schedule reporting for Payroll interface, training, bookings, annual leave
· Monthly checking of professional registrations.



	
4. Organisational Position

	
Assistant HR Director – Central Employment Services





[bookmark: _GoBack]HR Services Manager





HR Services Supervisor





HR Assistant – Central Employment Services







	5.   Role of Department

	
The role of the Directorate is to deliver the full range of highly professional and quality HR services to support delivery of NHS Ayrshire & Arran’s strategic priorities and a well planned, managed and motivated workforce.

The Board workforce comprises approximately 10,500 staff. A critical contribution of the Directorate is to support and develop Managers in their line management and leadership roles for this large, complex workforce and the whole system of services which they deliver.

The Department provides proactive advice and support in organisation and human resources development across NHS Ayrshire and Arran. These include:
· Advice to the NHS Board, Directors, Managers and Staff.
· Professional leadership across the spectrum of HR services.
· Delivery of high quality and equitable services based on best practice and continuous development.
· Expertise in new ways of working and developing services to enhance current performance and quality within NHS Ayrshire & Arran, and to contribute to a “fit for purpose” organisation in the future.
· Assurance of equal opportunities in all employment related activities.
Implementation of the People Strategy and ensuring adoption of Staff Governance Standards throughout the organisation.

	

	6.  Key Result Areas

	
· Responsible for the collection and input of organisation wide absence information ensuring this adheres to quality requirements.  Resolution of identified data discrepancies and creation and distribution of both standard and ad-hoc detailed absence reports.  Absence information is input to the HR Empower system by data collected from either paper-based returns or through imported SSTS data.

· To complete delegated tasks to facilitate the maintenance, development, implementation, and devolvement, via eManager, of the HR Empower system, which includes Personnel, Training and Recruitment modules.  Provide users, both internally to the HR Department and across the organisation, with appropriate guidance and support.

· Inputting and extracting information from the Empower Human Resource Information system which assists with the establishment and processing of employee data records, collation of absence information, transmission of payroll information, maintenance of recruitment and training modules, production of statistical information.

· Responsible for establishing and maintaining all employee records via the HR computerised system, ensuring accurate and timeous notification of engagement, change and termination of employee records, facilitating accurate salary payment and to enable the production of workforce information and statistical reports and returns.

· Responsible for ensuring that the daily electronic transfer of data to the Payroll Department via the HR/Payroll interface is accurate thus facilitating correct salary payment to staff.

· Identification and resolution of data quality errors which have originated from other system users.  Notify consistent errors to appropriate Line Manager and deal with queries to resolve any issues.

· Check workforce information returns for accuracy and consistency, clarifying any areas of concern with providing managers/administrators and amending as necessary. Process staff information confidentially and ensure conformance with Data Protection Act.

· Monitor professional registrations due for renewal and ensure workforce information records are amended accordingly.  Identify any lapses to appropriate line manager and escalate as required.

· Assist in the collection, collation and calculation of data to support workforce planning and other specific projects e.g. implementation of eManager.

· Produce and develop a range of standard and adhoc statistical reports.

· To complete delegated tasks to facilitate the implementation and maintenance of e-KSF, national mandatory electronic tool to record Performance Development Review (PDR) outcomes.  Provide users across the organisation, with appropriate guidance and support.

· Co-ordinate, compile and publish e-KSF training programmes according to the department’s requirements, liaising with trainers for availability, booking appropriate venues, co-ordinating nomination process and ensuring timely notification of relevant information to trainers.
· Maintain departmental filing systems for logical and secure storage of all workforce information returns and any other applicable staff data supplied on paper records.  Ensures confidential paperwork/records are destroyed or withdrawn, when no longer required, according to NHS policy.

· Monitor departmental stock levels and re-order when necessary – checking stock received against delivery note and querying discrepancies with the appropriate staff member

· Maintenance of code lists in line with national/local policies and procedures

· Responsible for providing advice and guidance to managers and staff on terms and conditions, and HR policy to ensure fairness and consistency of employment practice within the organisation.

· Responsible for all aspects of the recruitment process including from drafting and placing of adverts to undertaking all pre employment checks.

· Prepare and produce contracts of employment and variations to contracts to advise staff of their employment status and terms and conditions of service.

· Responsible for the calculation of annual leave entitlements for all new employees, staff changing hours, and on termination of employment to ensure that staff are allocated accurate leave entitlements and to avoid staff being over/under drawn on termination.

· Provide managers with monthly reports regarding review dates for fixed term and temporary contracts to facilitate staff being paid appropriately and to facilitate the production of appropriate contractual documentation.

· Provide guidance, support and advice to other members of the HR team ensuring departmental procedures and policies are followed.

· Provide advice regarding maternity/paternity leave and entitlements, and process all associated maternity leave documentation to ensure that staff comply with the requirements for maternity leave, they are aware of their entitlements, and they receive the correct payments.




	7a. Equipment and Machinery

	· Extensive use of Personal Computer (PC) for production of documentation, reports and e-mail communication.
· Photocopier for production of duplicate paperwork
· Fax machine for transmission of information timeously.
· Telephone for provision and receipt of information
· Shredder to ensure confidentiality of information
· Scanner




	7b.  Systems

	· Empower HR System which incorporates various modules - Personnel, Recruitment, Training and Absence and eManager (employee information)
· Business Objects (reporting and analysis software)
· Web based SWISS (Scottish Workforce Information Standard System) information system
· SSTS (Scottish Standard Time System)
· E-KSF (electronic Knowledge and Skills Framework) to manage and record PDR outcomes
· Microsoft Office applications, including: Word, Excel, Powerpoint, Access, Outlook and Internet Explorer
· Genisys – electronic personal filing system




	8. Assignment and Review of Work

	
Work is largely demand led mainly through communication with managers and staff.   Taking account of the competing demands within the role, the postholder is responsible for planning, organising and prioritising their workload on a daily basis ensuring that very tight daily, weekly and monthly deadlines are met.

The postholder works within predetermined guidelines, and although not directly supervised, support and advice is available from senior colleagues as required.

A formal review is carried out through the annual performance review.




	9.  Decisions and Judgements

	
The postholder operates within a framework of established local and national procedures, agreements and guidelines and the postholder has to make decisions within the context of these.

The postholder is required to apply knowledge and skill in the provision of advice and guidance across a variety of HR related issues at an intermediate level e.g. interpretation of terms and conditions, employee friendly policies and leave calculations.

Decisions are routinely informed by past and learned experiences although the postholder will require to assess individual circumstances and exercise discretion in the recommendation of a solution or advice.

The postholder is required to prioritise and manage daily workload identifying any problems and resolving accordingly.

A supervisor is available to provide guidance and advice on more complex matters.





	10.  Most Challenging/Difficult Parts of the Job

	
Managing conflicting priorities and the competing demands and expectations of users of the service.

Processing high volume workload within pre-defined timescales.

Ensuring that all information is recorded accurately and timeously in the system.

Maintaining accuracy and work to deadlines whilst also dealing with regular interruptions e.g. telephone requests/enquiries.

Maintaining a knowledge of HR policies and terms and conditions of services to ensure that correct advice can be offered to managers and staff.




	11.  Communications and Relationships

	
Communication at all levels of the organisation may be face to face, written or by telephone, informal or formal meetings, as part of working groups and/or by training delivery.
The postholder requires to have well developed interpersonal skills in order to develop and maintain effective working relationships with a wide range of internal and external contacts.
These well developed communication skills will also be required to enable the postholder to deal effectively and professionally with conflict situations.

The postholder requires the ability to influence managers and staff over whom they have no executive authority to ensure the organisational policies and processes are adhered to.
As the first point of contact for a range of employment/workforce queries the postholder ensures communication links are confidential and professional at all times.

Internal
· Staff within O&HRD
· Directors, managers and staff at all levels within the organisation
· IT Staff – networking and development
· SSTS team
· Payroll / Expenses
· Finance
External
· Other NHS Boards
· ISD (Information and Statistics Division) and other NHSNSS departments
· Atos Origin – Scottish Standard Payroll
· Northgate – HR system supplier
· National KSF Lead/Administrator - Health Workforce Directorate|Workforce Modernisation Division
· Government Agencies e.g. DSS, Police, Job Centre
· Universities / Further Education
· Staff Professional Councils
· Advertising Agencies
· Police Force

	12. Physical, Mental, Emotional and Environmental Demands of the Job

	
PHYSICAL EFFORT/SKILLS:

· Requirement for speed and accuracy and well-developed keyboard skills when inputting information to the computerised system.
· Manual handling of personal files, stationery orders
· Driving Licence, it is a requirement to drive to various sites within NHS Ayrshire & Arran to attend meetings and events.
· Occasional demand for lifting/moving office materials

MENTAL EFFORT/SKILLS:

· The capacity to coordinate and prioritise the activities of high volume and demanding workload, including working to predetermined timescales.
· The ability to maintain concentration, while responding to continual interruptions, requiring the ability to multi task.
· High levels of concentration required to accurately undertake statistical work, problem solving and preparation of reports.
· Prolonged concentration required for attending and contributing to operational meetings and local project groups.
· Frequently having to review priorities and timescales to meet changing operational needs.
· High level of concentration/problem-solving and attention to detail required for database maintenance.

EMOTIONAL EFFORT/SKILLS:

· The ability to manage line manager’s demands and expectations in a professional, tactful manner.
· Occasionally overcoming barriers to understanding
· To retain a professional approach to situations involving impolite and abusive individuals.
· To deal with sensitive personal information and enquiries e.g. from bereaved relatives.

ENVIRONMENTAL

· Office conditions



	13.  Knowledge, Training and Experience Required to do the Job

	
· Educated to HNC level or equivalent level of knowledge

· Sound knowledge of HR policies, procedures and NHS pay and conditions of service

· Requires full understanding of Performance Development Review (PDR) processes to enable the provision of advice to both staff and management.

· Good working knowledge of Microsoft Office applications particularly Excel and Access

· Ability to work effectively in a busy environment and manage conflicting demands.

· Demonstrable organisation and prioritisation skills

· Well-developed communication/interpersonal skills, enabling communication at all levels

· Familiarity of the Data Protection Act.

· Confidence and ability to communicate with staff and managers at all levels of the organisation.

· Ability to work effectively as part of a team.

· Previous experience of working within HR environment would be advantageous.






Person Specification

	Qualifications & Training – Essential Criteria

	· Educated to HNC level or equivalent level of knowledge


	Qualifications & Training – Desirable Criteria

	

	Experience – Essential Criteria

	


	Experience – Desirable Criteria

	· Previous experience of working within HR environment would be advantageous


	Knowledge – Essential Criteria

	· Sound knowledge of HR policies, procedures and NHS pay and conditions of service
· Requires full understanding of Performance Development Review (PDR) processes to enable the provision of advice to both staff and management.
· Good working knowledge of Microsoft Office applications particularly Excel and Access


	Knowledge – Desirable Criteria

	· Working knowledge of a Human Resources Information system


	Competencies & Skills – Essential Criteria

	· Demonstrable organisation and prioritisation skills
· Well-developed communication/interpersonal skills, enabling communication at all levels
· Ability to work effectively as part of a team

	Competencies & Skills – Desirable Criteria

	


	Personal Characteristics and Other – Essential Criteria

	· Approachable


	Personal Characteristics and Other – Desirable Criteria

	 




