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JOB DESCRIPTION

Job Title


Workforce Planner
Location


Henshaws College, Harrogate

Salary
£9.00 ph/£15,017.22 per annum 
Band
C
Hours per Week
38
Weeks
38 weeks (term time only) plus up to 5 additional training days per year
Annual Leave
25 days holiday plus 10 days Bank Holidays (pro rata for part time hours and/or term time only roles), to be taken during College Holiday periods.

Contract
Permanent 
Reports to


DBS Check 
Enhanced Check with child barring list and adult barring list (college students ages range from 16 – 25 years old)
Job Summary:

To plan and facilitate enabler cover for the student cohort, managing any queries as they arise and liaise with outside agencies to ensure safe staffing levels at all times. To build and maintain strong positive working relationships with the care management team and develop a solid awareness of each service and their requirements. To maintain and update rotas for all services.
Main Duties:

· Liaise with Care Leads for each service to plan staffing arrangements for students, ensuring that the students’ needs are considered and met at all times.
· Maintain and update rotas for all services.

· Maintain and update the student needs – staff skills match matrix.

· To liaise with outside agencies to ensure that cover needs are met and are at safe levels at all times.
· To cancel any excess staffing in a timely manner.

· To ensure that the Agency Policy and Procedure followed at all times and relevant documents are updated daily. 

· To undertake and facilitate agency and supply/bank staff inductions.

· To build good working relationships with supply staff members in order to build the bank of supply staff.

· To support the Care Management team with recruitment once “Safer recruitment” training is completed.

· To ensure that all agency staff booked have their identification and DBS details checked and that their profile and training are up to date.

· To ensure Agency information on the Single Central Register is updated.

· To work within the yearly budget for agency staffing and develop innovative ways to reduce agency usage.

· To check and sign off agency timesheets.
· To update relevant documentation and spreadsheets to reflect the needs of the service on a daily basis. To update daily and weekly agency reports, statistics and analysis.
· To respond to queries as they arise on the day and be proactive in finding suitable solutions. 
· To undertake agency audits and develop reports based on this.

· Record and issue residential meal monies on a weekly basis.

· Take minutes for the weekly Care Lead meeting.

· Comply with the Health & Safety requirements of the Society and follow Society Policies and Procedures, operate within the employee code of conduct and respect confidentiality at all times.

· Attend and contribute to termly staff meetings as required.  

· Work as trained and follow the Society’s Policies and Procedures at all times

· Actively promote Henshaws Equality & Diversity Policy.

· Attend all Henshaws mandatory and compulsory training sessions, taking responsibility to ensure training is up to date at all times.

· Take responsibility for your own personal and professional development, including CPD where appropriate.

· To undertake specialist training depending on the needs of the students

· Facilitate training and knowledge sharing across Henshaws Society, and other providers where appropriate.

· Adhere to and support others to uphold Henshaws Values: Inspiring, Proactive, Sharing, Compassionate, Empowering, Informed

· Offer a flexible approach to working hours to meet the needs of the organisation.

· Represent Henshaws in professional manner at all times, contributing to marketing and recruitment activities for Henshaws as required.

· The employee may on occasions be called upon to undertake work in other locations in order to ensure obligations to students, service users and third parties are fulfilled.

· Any other duty as required by the line manager commensurate with the post.
The postholder must comply with the Health & Safety requirements of the Society, operate within the employee code of conduct and respect confidentiality at all times.

Please Note

For the first two weeks of your employment you may be required to work different hours to those for which you are contracted. This is in order that we can provide you with the necessary training and induction to enable you to do your job.  This induction period will be discussed and agreed with you by your Senior Care Officer before you start working.

Person Specification

Please document on your application form how you meet the skills that we require as set out below.  This does not have to be paid work; you can use examples of voluntary work and experience.
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All disabled candidates who meet the minimum essential criteria will be included on the shortlist.
	
	Criteria
	Essential or Desirable
	How Identified

Application form / Interview / Selection test / copy of certificates.

	Skills and Experience
	Proven problem solving skills
	E
	Application form/Test

	
	Ability to maintain a high level of accuracy in preparing and entering information
	E
	Application form/Interview

	
	Previous experience of managing rotas
	D
	Application form/Interview

	
	Proven ability to prioritise, plan and organise work whilst in a busy environment 
	E
	Application form/Interview

	
	Self starter, able to work under pressure
	E
	Application form/Interview

	
	Excellent organisational skills with the ability to manage a varied workload and conflicting deadlines
	E
	Application form/Interview

	
	Excellent communication skills, both verbal and written
	E
	Application from/Interview

	
	Experience of building effective relationships with internal and external contacts
	E
	Application form/Interview

	
	Experience of working with, developing and managing a database
	D
	Application form/Interview

	General & Specialist Knowledge
	Experience of working in a recruitment/agency environment
	D
	Application form

	
	Experience of using databases to input, maintain and report 
	D
	Application from/Interview

	
	Experience in the social care sector
	D
	Application form

	Education & Training
	GCSE Maths and English (or equivalent) at C grade or above


	E
	Application form

	Special Requirement
	Commitment to the aims and mission of Henshaws 
	E
	Interview


Henshaws will make every endeavor to make any reasonable adjustments for applicants who require assistance in carrying out their duties due to a disability.

Henshaws is committed to safeguarding vulnerable adults and children.  The post holder may be required to complete an enhanced DBS disclosure check including barring lists for Adult and/or child barring services.

Henshaws is committed to equal opportunities and positively welcomes applications from all sections of the community.
