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ROLE DESCRIPTION

	Role Details
	

	Role Title: 
	Workforce Planning Officer

	Directorate:
	Emergency Response/Operational Business Support 

	Hours: 
	36.25

	Grade:  
	6  (£26,999-£30,507 per annum)

	Location:
	HQ/TDC and other sites as required



	Organisational Arrangements

	Reporting to:
	Workforce Planner

	Role Purpose
	To manage and lead the Workforce Planning function to ensure that the organisation can resource, deploy and utilise its workforce in the most optimal manner, mitigating associated risks.

Working collaboratively across the Organisation, the role holder will provide support to both the Emergency Response Directorate, and the People Directorate to ensure that they have the necessary data and intelligence to identify and forecast future skills gaps and plan the internal promotion processes and timelines accordingly.




Main Responsibilities – Role Specific:
· Provide data, advice and guidance to the Corporate Leadership Team and senior managers, stakeholders and the wider team on the current and predicted future organisational establishment.
· Co-ordinate strategic workforce planning, supporting recruitment strategies, succession planning and commissioning of training. 
· To lead the workforce planning team, identifying and delivering against any training requirements. Leading, developing and motivating the team as a line manager.
· Have a good awareness of Organisational performance indicators and people intelligence to support the Workforce Planner identify and address issues arising, spot trends and take appropriate action to learn, share and improve.

· Present data and workforce information reports in a clear and concise format, including meaningful trends and analyses, to be used by senior managers and stakeholders at workforce planning and other relevant meetings.

· Attend and lead at all levels of Career Management Meetings and provide recommendations to Senior Management with regards to internal promotions, transfers, and recruitment.

· Identify the workforce planning implications of organisation’s strategic objectives including retirement profiling, recruitment strategies, transfer requests and scenario planning for operational and non-operational roles. 
· To provide workforce information reports that include meaningful trends and analysis to the organisation which will support the management and deployment of the permanent and temporary workforce.
· To manage and maintain Workforce Planning information systems and strategy, to enable the use of high quality workforce planning data and deliver efficiencies and opportunities for workforce redesign.   
· Develop any necessary policies, procedures and guidance to support business as usual activity relating to the specialism.
· Maintain the current forecasting period for the operational personnel retirement profile.

· Analyse data and trends to assist the prediction and forecast of future workforce skills gaps and organisational needs.
· Proactively contribute to the continuous improvement of organisational systems, processes and activities to ensure procedures, policies and guidance are updated in line with legislative and social changes.

	· Proactively drive the continuous improvement of workforce planning.
· Ensure that workforce planning activity is aligned with wider organisational activity including attraction and retention commitments.

· Build effective relationships with clients, customers and key stakeholders.
· Oversee the workforce planning team in developing an effective workforce planning service for the GMFRS green book workforce.
· Lead and oversee the placement of recruits, Inter Service Transfers and other new starters within the operational arena.

· Ensure accurate records are maintain by the Workforce Planning team for all operational personnel movements, including the check and approval of pay and pension related data.
· To provide specialist Workforce Planning advice and guidance in a legal capacity; Working closely with HR – Links to Cases, Tribunals


· Identify and contribute to upskilling opportunities for colleagues within and beyond the directorate. 
· Seek feedback and elicit wider priorities to support and enable colleagues to meet the needs of the organisation.

· Provide positive challenge to colleagues across the organisation in considering how things can be done better and more effectively.

Key Requirements    
Education, qualifications and associations
· Good standard of education including numeracy and literacy, GCSE or equivalent (essential)
· Member of the CIPD or equivalent relevant professional qualification/Membership (desirable)
· Leadership Qualification (CIPD/IFE/ or equivalent)
Essential knowledge and experience

· Knowledge and experience of Workforce Planning, including knowledge of relevant policies procedures and practices, and any related legislation to this specialism
· Experience of People Management 
· An understanding of the department directorate and corporate plan and objectives
· Experience of delivering excellent client services and continuous improvement

· Experience of delivering to set deadlines (daily, weekly, monthly, quarterly) and changing priorities
· Experience of leading meetings and delivering presentations
· Previous experience of manipulating, interrogating and presenting data 
· Experience of project working 
· Good knowledge of Excel, Visio and other Microsoft programmes
· Experience of working with confidential information
· Experience of allocating and prioritising workload effectively

· Experience of working with the Representative Bodies (e.g. Unison and FBU)
Desirable knowledge and experience

· Experience of reviewing budgets to analyse workforce projections 

· Knowledge and ability to apply various workforce planning tools and techniques
· Experience within a local government organisation

· Previous experience of working with ‘Midland HR/iTrent’
· Sound knowledge of systems, policies and processes required to operate within an Shared Service Centre or similar environment 
· Experience of leading teams within a fast pace environment
Essential Skills & Behaviours
· Well-developed verbal and written communication skills, including report-writing, presentation and facilitation
· Excellent planning and organisational skills

· Strong IT Skills including Microsoft PowerPoint, Excel, Word and Outlook

· Good knowledge and understanding of the various disciplines of HR & OD

· Flexible and adaptable approach and ability to prioritise workloads
· Experience of performance managing, auditing, co-ordinating, leading and developing a team 
· Ability to use own initiative and work independently 

· Ability to build strong and trusting relationships with clients, customers and colleagues
· Resilience and the ability to navigate through difficult situations
· Ability to make recommendations for adapting systems to reflect the workforce planning needs.
· Effective leadership skills and excellent motivational skills 

· Ability to develop a high performing workforce

Other

· Willingness and ability to travel across the county and work from other sites as required.
· Occasional requirement to work in the evenings or weekends.
Corporate Commitments

Promote and role model behaviours that ensure no discrimination against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.

Safeguard at all times confidentiality of information relating to existing and former colleagues.

Refrain from smoking in any areas of Service premises.

Adhere to all relevant Service Policies and Procedures, behaving in a manner that reflects this.

Records Management/ Data Protection - As an employee of the Service, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, microfiche, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.

Confidentiality and Information Security - As a Service employee you are required to uphold the confidentiality of all records held by the Service, whether employee records or Service information. This duty lasts indefinitely and will continue after you leave the Service employment. All employees must maintain confidentiality and abide by the Data Protection Act.

Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on the Service’s computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner to ensure high standards of data quality in accordance with Departmental protocols.

  

To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act 1998, 

Health and Safety - All employees of the Service have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable the Service to meet its own legal duties and to 
report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.

Service Policies - All Service employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - The Service provides a range of services and employment opportunities for a diverse population. As a Service employee you are expected to treat all employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.

NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
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