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Job Description

DEPARTMENT:	Human Resources and Organisational Development

POST:	Workforce Officer

GRADE OF POST:	GR10

RESPONSIBLE TO:		HR Business and Workforce Manager

JOB PURPOSE:	
To effectively manage workforce programme which has the vision of securing a confident, competent, motivated and engaged workforce.
PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Work collaboratively with Senior Managers to manage workforce projects and programmes across the Council.
· Develop and support the delivery of a coherent programme of projects with a focus on retention and recruitment, development of career pathways, workforce planning and skill mix reviews and workforce wellbeing.
· Work closely with colleagues across the HR & OD service in order to ensure the provision of consistent and ‘joined up’ approach.
· Engage with external organisations as well as on a local, regional and national basis to ensure that best practice and innovative approaches are taken.
· Analyse data and develop business cases as required to progress the priorities of the workforce programme.
· Ensure accountability and contribute to effective governance and effective business planning.
· Complete post-project analysis in conjunction with lessons learnt exercises and business benefits realisation.
· Assist in the continuous improvement of workforce planning and development and programme and project management.


GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.


Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.



Person Specification
Workforce Officer
The following attributes represent the range of skills, abilities and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training

	· Degree or equivalent qualification in a relevant field; or able to demonstrate high levels of competence through relevant experience. 
	Yes
	Production of original Qualification Certificates and application form. 

	
	· Evidence of continuous professional development.
	Yes
	

	Knowledge & Experience
	· Experience of working in a HR environment.
· Experience of managing and delivering projects from initiation to completion.
· Experience of applying project and programme management techniques in a structured way.
	Yes

Yes


Yes
	Interview, application form, and selection process.

	
	· An understanding of the workforce issues and challenges facing local government.
	Yes
	

	
	· Demonstrable experience of change management.
	
	

	
	· Understanding of workforce planning principles.
· Understanding of organisational development principles.
	Yes



	

	Skills & Personal Qualities 
	· Ability to provide a flexible range of options or business performance solutions to individual situations and make recommendations.
	Yes
	Interview, application form, and selection process.

	
	· Confidence in dealing with individuals at all levels within an organisation.
	Yes
	

	
	· Excellent communication (oral and written), organisational and listening skills with the ability to negotiate with and influence others.
	Yes
	

	
	· Ability to work under pressure and meet deadlines. 
	Yes
	

	
	· Ability to translate theory into the practical needs of the organisation.
	
	

	
	· Ability to work with and understand complex information.
	Yes
	

	
	· Project Management skills.
	Yes
	

	
	· High levels of IT competence.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
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