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WELCOME TO NHS TAYSIDE 

CANDIDATE INFORMATION PACK
ASSOCIATE DIRECTOR OF WORKFORCE
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Dundee

Closing Date:  
6 June 2022
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Thank you for expressing an interest in the post of Associate Director of Workforce which is an extremely critical and high profile role for our organisation. We hope the candidate information pack will help you decide whether you are the right person to meet the key challenges for this opportunity.

This role offers the successful candidate a rewarding career opportunity to work with an already strong team of clinical and non-clinical staff who deliver high quality services that meet the evolving and increasingly complex healthcare needs of the diverse communities we serve across Tayside.
[image: image5.emf]As a member of NHS Tayside’s Workforce Directorate’s Senior Management Team, the successful candidate will work proactively both internally and externally to the organisation in the further development of our Workforce Strategy and Policy. The post holder will work closely with a team of professional staff responsible for the implementation and monitoring of all Workforce procedures and guidelines to ensure they are fit for purpose in a modern, high risk environment.
NHS Tayside is one of Scotland’s best performing Teaching Boards.  We care about people, and every day everything that all our staff do matters to those that we serve.  If you have a passion for transforming lives and a strong track record of delivery, we would love to hear from you.
Candidates should note that the recruitment process will include for shortlisted candidates a pre-interview assessment stage prior to formal interview.
The following is included in this candidate information pack to help you with your application:
· Recruitment Advertisement
· Job Description
· Personal Specification
· Terms and Conditions of Appointment - NHS Tayside

· Recruitment Process and Timetable
· How to Apply
If you have a disability or long-term health problem, the Board are committed to offering reasonable adjustments throughout the recruitment process and employment. If you require further information or support, please contact NHS Tayside Recruitment Services.
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We very much look forward to receiving your application. 

George Doherty

Director of Workforce
[image: image7.emf]Recruitment Advertisement  
Post Title:
Associate Director of Workforce
Grade:
Agenda for Change Grade 8C
Salary Range:
£73,506 - £79,221 per annum (Pay Award pending)
Tenure:
Full Time Permanent
Hours:
37.5
Location:
Dundee
NHS Tayside is a teaching Board with an annual budget in excess of £961.3m and a total staffing of approximately 14,000, serving a population of 410,000 living in urban and rural communities across the region.  We also provide services across North-East Fife as well as Regional Centres for certain specialities.
Forthcoming retirements from Board-Level senior Workforce/HR roles in NHS Tayside offers the unique opportunity to not only shape the experience of all our staff, but to reshape service and delivery at all levels across the Workforce/HR team.

Bringing a fresh, forward-thinking and collaborative approach to developing and driving high performance and innovative practice, the successful candidate will be responsible for operational and strategic support across all aspects of the employee journey. Leading the professional delivery HR Business Partner services, Recruitment, Development, Occupational Health& Safety, Payroll, Workforce Systems, Workforce Planning and Workforce Information, candidates will be expected to be members of the Chartered Institute of Personal and Development (CIPD)

We are looking to recruit a proactive individual to the key role of Associate Director of Workforce.

Providing senior leadership of our HR Business team, Recruitment Services team and Medical Staffing team, you will be responsible for providing HR expertise and professional knowledge Board-wide to all colleagues and line managers through ensuring a high quality, efficient and effective Workforce team that delivers the highest levels of customer service.

Through your substantial experience and knowledge, you will act as a senior source of expert HR advice across the whole range of workforce activity, supporting leaders across NHS Tayside, including Board level.  By ensuring the organisation is supported by a highly capable and professional Workforce function, you will bring a drive for results and success, ensuring that our policies and practices are positive, proactive and influential in helping deliver the Board’s strategic and operational priorities.

The successful candidate will have significant budget and management responsibilities and be able to demonstrate extensive specialist HR knowledge and experience at senior management or professional level within a complex organisation.  With excellent analytical and judgemental skills, you will be able to demonstrate a track record of success and experience in leading operationally at a senior level in a complex organisation of similar scale, ideally within the NHS or wider public sector, and working across system boundaries.
If you believe you have the necessary attributes to succeed in this high profile role, then we welcome your application.
If you would like to find out more about this role before applying, please contact :
Catriona Mackie, at our recruitment partners, Aspen People on 0141 212 7555 or cmackie@aspenpeople.co.uk 
For a Candidate Information Pack and further application information, please visit the Aspen People website –  https://jobs.aspenpeople.co.uk 
Closing date for applications: 6 June 2022
Find out more about NHS Tayside at  www.nhstayside.scot.nhs.uk/ 
Completed application forms and CVs should be returned via email to kgall@aspenpeople.co.uk – if you have any problems please contact Katy Gall at Aspen People on 0141 212 7555.
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	1. JOB IDENTIFICATION


	Job Title
	Associate Director of Workforce

	2. 
	Department(s)/Location
	Workforce

	3. 
	Number of job holders
	1

	4. JOB PURPOSE

To support the Deputy Director in the delivery of effective Operational Workforce Services across NHS Tayside through effective team management. To provide leadership in the redesign of Workforce Services to meet national and local drivers.  Workforce Services includes Operational HR, Recruitment, Medical Staffing and Employee Services.
To provide workforce leadership in the delivery of the workforce strategies and plans necessary to support:

· The successful delivery of patient focused services within financial balance

· The achievement of organisation objectives and targets

· The implementation of service development strategy

It is essential to the development of Workforce Services that the post holder is able to respond flexibly and positively to changes in the requirements of this post.  This job description is therefore a guide to the level and range of responsibilities the post holder will be expected to undertake; however the key duties of this post may be altered from time to time to meet changing demands and service priorities.

To lead on specific Workforce portfolios and initiatives as identified by the Deputy Director.


	5. ORGANISATIONAL POSITION

Deputy Director of Workforce
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Associate Director of Workforce

(This Post)
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	6. SCOPE AND RANGE

The Workforce Directorate provides a comprehensive range of services to approximately 14,000 employees, covering locations across Angus, Dundee, Perth and Kinross.  The service includes Workforce Planning, Workforce strategy/policy and protocol implementation, service redesign, policy guidance, organisational development and learning, recruitment and selection. employee relations, medical staffing, occupational health and health & safety.  Teams are responsible for delivering a comprehensive service across NHS Tayside.
Workforce Services are provided across four sites including Ninewells Hospital, Perth Royal Infirmary, Orchardbank, Forfar, and Kings Cross Hospital.  The combined team equates to approximately 60 wte.


	7. MAIN DUTIES/RESPONSIBILITIES

1. To provide operational leadership and management of Workforce Services, Recruitment and Medical Staffing so that they are managed optimally and can be deployed to support organisational priorities and initiatives.
2. To provide operational leadership to workforce transformation initiatives which promote clinical and service excellence and financial balance in line with national and local plans.
3. In partnership with senior managers and recognised trade unions to lead the promotion of an effective employee relations environment which maximizes staff engagement and partnership working in the planning and delivery of services. 
4. To lead an agreed portfolio work which ensures high quality staff governance for NHS Tayside and promote it as an exemplar employer. To support the Deputy Director in the provision of assurance to all levels of the organisation up to Board level on key workforce activity.
5. To support the achievement of key Workforce Directorate and Scottish Government plans including the SAAT, Shared Services, Regional HR services and iMatter.
6. To provide leadership in the provision of medical staffing which supports the Medical Director and Associate Medical Directors in ensuring best practice in the management of all medical staff including trainees.
7. To analyse and interpret workforce data and develop and implement plans which respond to the required actions and improve the effectiveness of the workforce across the organisation to respond to data requirements submitted by Scottish Government, external audit and members of the public.
8. In collaboration with other Directorate colleagues to provide leadership in the redesign of services which enhance the capability of the function and the wider organisation in line with national drivers e.g. the national clinical strategy and national shared services and local drivers e.g. workforce transformation.
9. To provide leadership in the provision of high quality employment services, which is in line with National Shared Services and best professional practice.
10. To work collaboratively with other functions so that best workforce practice can be identified, implemented and reviewed to ensure that Directorate effectiveness is enhanced.
11. To participate in the audit and review of workforce activity so that compliance issues can be identified and addressed.  To work with senior leaders in ensuring adherence to all strands of the Staff Governance Standard.
12. In collaboration with Development colleagues, develop, implement and review coaching and organisational development initiatives which maximise and improve people management capability and creates a positive culture for the organisation.  Promote wellbeing initiatives which support staff wellbeing and engagement in the workplace.


	8. COMMUNICATIONS AND RELATIONSHIPS

The skills required to communicate effectively must be exceptionally well developed and is essential to the success of this post.  In order to achieve results the post holder would be expected to have a significant daily liaison with Executive Directors, Chief Officers, senior managers, Clinicians, Heads of Service, Universities, Local Authority representatives, independent contractors and full-time and local trade union and professional organisation representatives in order to promote mutli-disciplinary and joint working which promotes organisational excellence in people management and a positive work culture.  

As part of partnership working facilitate change, maintain good employee relations and work through sensitive and contentious issues to ensure service delivery.  It will also be necessary to deliver strategic information with staff at all levels of the organisation which is understood and accepted.  This can be delivered to either individuals or large groups where there may be significant resistance to change.

External communication is also required with the following agencies

· Police

· Central Legal Office

· SPPA

· Counter Fraud Service

· Employment Disability Unit

· Professional Councils, e.g. BMA, NMC, GMC, HPS

· Government Agencies

· Local Authorities



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

· Post holder must be educated to degree level or equivalent.
· Post requires Corporate Membership of the Chartered Institute of Personnel and Development or equivalent postgraduate qualification/experience
· The post requires the post holder to develop specialist knowledge acquired through additional training and development equivalent to master’s level or through attainment of MSc in Human Resources.
· Post holder requires IT, numeracy and excellent written and verbal skills.
· A requirement to undertake continuous professional development in order to maintain required level of skills/specialist knowledge.
· The organisation has identified, within the “NHS Leadership Qualities Framework”, the leadership qualities are required for managers working within the NHS.  An example of the competencies managers are required to demonstrate for this post.
1. Setting Direction
· Political Astuteness; Understanding and influencing the climate and culture within a fast forwarding environment.

· Intellectual Flexibility; Demonstrate the ability to switch operational implementation and strategic context in order to facilitate change. 

2. Delivering the Service

· Leading the Change through people; Enabling teams to work effectively together helping to unblock obstacles and taking care of teams and individuals within them.

· Communicating the vision and rationale for change and transformation, and engaged and facilitating others to work collaboratively to achieve real change.

3. Personal Qualities

· Personal Integrity: A strong held sense of commitment to openness, honesty.  Inclusiveness and high standards in undertaking the leadership role.

· Being able to cope with an increasingly complex environment with the blurring of original boundaries and requirement to work in Partnership.

· Demonstrate success in leading a team of Workforce professionals.



	10. SYSTEMS AND EQUIPMENT

· The post holder requires to use a computer on a daily basis, using software packages such as Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Microsoft Calendar, emails etc.

· Use of software system for human resources enquiries, analysis of Sickness Management and information systems, which generate statistical date used for internal/external auditing and planning purposes i.e. Audit Scotland, Use of eESS system.

· Oversight of data collection system so that national reporting can be undertaken e.g., Facilities time.

· The use of Excel for monitoring the different types of meetings in order to maintain a record, which is then collated for external purposes such as Audit Scotland.




ESSENTIAL ADDITIONAL INFORMATION

	11. PHYSICAL DEMANDS OF THE JOB

Physical Skills

· Keyboard Skills

Physical Effort

· On a daily basis, the post holder will sit at their desk inputting information on computer or answering queries by telephone, or will be sitting for long periods whilst attending meetings.  There will be the requirement to travel within NHS Tayside.

Emotional Demands

· On a weekly basis, the postholder will attend meetings to discuss various workforce issues e.g. complex investigatory hearings, discipline and grievance matters etc. where the employee or chosen representative can become very emotional and at times aggressive when formal action has been taken.

· As part of the role the post holder will require to have a skill and ability to facilitate, control and deal with staff and managers in highly contentious settings where there has been a breakdown in communication or relationships where there is the potential for staff/members of the public at times to be verbally aggressive.

Mental Demands

·  The post holder has to be adaptable and have the ability to change planned work if there is an unexpected human resource problem or issue which requires their immediate involvement e.g. press queries, requests from Scottish Government

· On a daily basis, receive queries via telephone and email which may require an immediate response.



	12. DECISIONS AND JUDGEMENTS

· Objectives are set by the Deputy Director and reviewed on a monthly basis.  Post will be autonomous in all aspects of work constrained only by agreed objectives and organisational priorities.
· The post holder would be expected to plan, lead and review the integration of workforce services in line with national and regional models of delivery.  This will require the resolution of complex, multi stranded issues where there may be conflicting demands
· Post holder will be expected to give advice on employment legislation, policies, workforce initiatives where these options may be in conflict with other strategies.

· The post holder is held to account for decisions and actions taken where there are emergent factors and considerable associated risk.

· Finding innovative solutions to issues whilst ensuring that associated risks are managed and contained.



	13. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· The post holder is expected to respond to a range of contentious and complex workforce issues where strongly held opposing views are held.  This requires a high level of strategic awareness, political astuteness and well-developed influencing skills and judgements.

· There is a need for the post holder to provide professional and proactive advice and assess risk in situations where there are often complex or contentious issues.  This may also involve working in an environment where plans require identifying opportunities to achieve planned progression towards achieving long-term strategic and operational objectives.

· Ensuring that all issues are dealt with in a manner that encompasses best workforce practice and a collaborative approach whilst delivering organisational objectives with often challenging key performance indicators.

· The demands of a quick moving environment within a 24/7 Health Care service, produces a highly pressurised work environment with many competing and conflicting priorities.



	14. JOB DESCRIPTION AGREEMENT  

The job description will need to be signed off using the attached sheet by each postholder to whom the job description applies.




JOB DESCRIPTION AND ESSENTIAL ADDITIONAL INFORMATION FORM – SIGNATURE OF AGREEMENT

	Post Title


	

	Reference Number


	


The attached job description and essential additional information will be used as part of the Agenda for Change assimilation exercise and therefore the job matching panel may wish to seek further clarification on any issues contained within the documents. Should this be necessary please identify an appropriate Manager and Postholder representative who can be contacted to provide this clarification.  (This may be one of the undernoted postholders or a staff side representative who has been involved in agreeing the job description)
	Responsible Manager


	Christopher Smith, Deputy Director of Workforce

	Contact No.


	01382 660111, ext. 34587

	
	

	Postholder Representative


	

	Contact No.


	


I/we the undersigned agree the attached document is an accurate reflection of the requirements of the post. The essential additional information provides accurate information of additional job related factors.

	Signed :- (Manager)


	


	Staff Members:
	
	

	PAY NUMBER
	NAME

(BLOCK CAPITALS PLEASE)
	SIGNED
	POST NO.

(office use only)



	
	
	
	


	PERSON SPECIFICATION

	POST/GRADE:              Associate Director of Workforce
LOCATION:                    Ninewells


	The Person Specification should meet the demands of the job and comply with current legislation.  Setting unnecessary standards may, for example, unfairly discriminate against one sex, the disabled or minority racial groups.  Applicants should be assessed in relation to their ability to meet the real requirements of the job as laid down in the job description.  With the exceptions relating to displaced and disabled candidates noted in Sections 5.3 and 5.4 of this policy, shortlisted candidates must possess all the essential components as detailed below.



	
	ESSENTIAL
	DESIRABLE
	

	Qualifications:


	Educated to degree level with post-graduate

MCIPD (or working towards) and/ or equivalent Masters Level.  Experience of working at this level

Significant experience of working in a senior HR role is essential


	
	

	Experience:


	Experience of interpreting and implementing strategy at a senior level.

Ability to develop relationships with all disciplines of staff, including clinicians

Understanding of workforce planning and the changing demographics of the population and the impact this has on service delivery 

Comprehensive practical and theoretical understanding of change management and service redesign and the impact this has in the NHS on individuals, teams, services and service users.

Ability to lead, develop and motivate a team through periods of continual change

Ability to work with and relate to multi-disciplinary and multi agency teams – demonstrating understanding and empathy to services who are striving to deliver quality services in an environment where resources – workforce and financial – are challenging

Experience of dealing with wide and varied staffing issues

Capable of identifying innovate solutions to problems


	Ability to lead and develop policy

Experience of working in the public sector

Knowledge and understanding of Primary and Secondary Care

.  


	

	Professional Skills:


	Strong organisational skills with evidence of an ability to develop creative and innovative solutions to meet challenging operational requirements

Ability to lead on Tayside wide projects as required

Ability to work under pressure

Evidence of recent personal development activity 

	Experience of working across service areas
	

	Other Requirements:


	The ability to develop and maintain effective, positive relationships with key partners and partner organisations, providing a positive role model for partnership working within NHS Tayside 

Ability to reflect the values of NHS Tayside
Ability to demonstrate integrity, understanding and empathy with staff and patients 


	Understanding of the staff governance standards and ability to work to these

Experience of working with external agencies, the public, higher education institutes, etc

Understanding of the National NHS system, the challenges it faces and how this impacts on the strategic direction of NHS Tayside

Understanding and appreciation of the political agenda and the national profile of the NHS.

	

	What skills/behaviours might differentiate between ‘Average’ and ‘Good’ performance in the job?

Enthusiasm, drive and commitment to the development and modernisation of the NHS to make it fit for purpose for the future 



EMPLOYMENT PACKAGE

POST:  ASSOCIATE DIRECTOR OF WORKFORCE

The successful candidate will be employed under NHS terms and conditions. The following sections outline the employment package applicable to NHS Tayside.
NHS Tayside Summary Terms and Conditions

This is a full-time appointment.
A package commensurate with the responsibilities of the post and the level of seniority of the successful candidate will be available to the appointed candidate.

Appointment of the successful applicant to the post will be subject to satisfactory pre- employment checks including Satisfactory References (one of which must be from your current or most recent line manager), Pre-Employment Health Assessment, Evidence of Qualifications (as outlined in the Person Specification), Confirmation of Right to Work in the UK and Identity and where applicable to the post a Disclosure Scotland Criminal Records Check/Protection of Vulnerable Groups Scheme Membership.
The terms and conditions for this post are set by direction of Scottish Ministers under the arrangements in place for Executive and Senior Managers Pay within NHS Scotland
Grade: Agenda for Change Grade 8C 

Salary: £73,506 - £79,221 per annum (Pay Award pending)
Placing on the scale will be determined by Agenda for Change terms and conditions of service. Progression through the pay scale is on an incremental basis. An annual pay uplift is applied in line with national circulars.
Hours of Duty
The set hours of work are 37½ per week; however, the number and pattern of hours will reflect the demands of the post. There is no contractual right to additional pay or time off in lieu for additional hours. This will not affect individual rights under the Working Time Directive.
Tenure
This is a full-time permanent position.
Pension Arrangements
New entrants to NHS Tayside who are aged sixteen but under seventy-five will be enrolled automatically into membership of the NHS Pension Scheme.
Our pension scheme is provided by Scottish Public Pensions Agency. This scheme is a qualifying pension scheme, which means it meets or exceeds the government’s new standards.
All benefits including life insurance and family benefits are explained on the SPPA website https://pensions.gov.scot/nhs .
 Once a year, (following 2 years qualifying service) a statement is available online (https://pensions.gov.scot/nhs)
 showing how much service has built up in your pension.
You can increase the amount you put in if you want by buying additional pension. For full details please see the Factsheet “Additional Pension” available on the SPPA website  https://pensions.gov.scot/nhs  The amount contributed by the government in the form of tax relief would also increase.
Superannuation benefits accrued in the NHS Scheme elsewhere in the UK can be transferred to the Scottish scheme by arrangement with the Scottish Public Pensions Agency. The transferability of other public sector pension schemes entitlements may be possible and may be explored on appointment.
Motor Vehicle Provision
Where there is a job requirement, a vehicle may be offered. The arrangements will be determined by the Remuneration Sub-Committee in accordance with the leased car provisions for staff on Executive Managers’ pay arrangements.
Location
For employment purposes, your initial base will be within NHS Tayside. The post will inevitably require you to travel regularly throughout the Board’s area and within Scotland. Less frequently you will require travelling further out with Scotland. Home to work expenses will be met by the post holder but all other travel expenses incurred as a result of your employment will be reimbursed by the Board.
Removal Expenses
Reasonable removal expenses in line with the Board’s policy will be payable, should the Board require you to move home. This will be discussed with you, as part of an offer of employment.
Annual Leave
The annual leave entitlement is 27 days rising to 29 days after 5 years service and 33 days after 10 years service. Public Holidays (8 days) are allocated in addition for all Board employees.
Other Terms and Conditions of Service
Terms and Conditions of Service are those contained within the Agenda for Change Terms and Conditions Handbook, and the Board’s Workforce Policies.
RECRUITMENT PROCESS AND TIMETABLE
The closing date for applications for this position is 6 June 2022.
NHS Tayside’s Recruitment team will coordinate candidate communications including application confirmation and the scheduling of each stage of the recruitment and selection activity. Outlined below are key note timescales within this recruitment campaign. All candidate applications will be acknowledged and treated in the strictest of confidence.
Candidates should note that the recruitment process will include for shortlisted candidates a pre-interview assessment stage prior to formal interview. This will include participation in online psychometric assessments. The results of this stage and subsequent stages of the recruitment process will be kept confidential and restricted to only those who have direct responsibility for the decision making in the recruitment to this post.

	Recruitment Stage


	Planned Date



	Recruitment Advertising Campaign opens
	11 May 2022

	Closing date for return of applications
	6 June 2022


Special Requirements for Selection Events

Where appropriate we are fully supportive in discussing making any reasonable adjustments to the recruitment process to ensure no candidate is disadvantaged as a result of a disability or any other health condition. If you require any special arrangements to be made in regards your participation in selection event, please indicate this by contacting Michelle Grier, HR Lead, Recruitment and Medical Staffing on 01382 496281.
If you have a disability or long-term health problem, the Board is committed to offering reasonable adjustments throughout the recruitment process and employment.
If you require further information on any stage of the recruitment process the please contact Michelle Grier, HR Lead, Recruitment and Medical Staffing on 01382 496281.
Data Protection Legislation

The information supplied by your application will only be processed by authorised NHS Tayside personnel involved in relevant stages of the recruitment process. Applications submitted via the NHS Scotland Recruitment system Job Train will be retained by NHS Tayside and will be used for the purpose of processing your application and for statistical and audit purposes. NHS Tayside will process the information for the stated purposes in regards your application for employment. If your application is unsuccessful your information will be retained securely for 12 months from the completion of the recruitment process and then confidentially destroyed.
HOW TO APPLY
NHS Tayside’s Recruitment team are working with Aspen People on this recruitment campaign.  Aspen People will acknowledge applications and NHS Tayside will schedule each stage of the recruitment and selection activity.
Please note the Closing Date for returning applications: 
Candidates will be unable to submit applications after the closing date. 

For more information, or an informal conversation to explore the role further please contact our recruitment partners Aspen People to arrange a mutually convenient time and date to speak.  Please contact Catriona Mackie (cmackie@aspenpeople.co.uk) on 0141 212 7555 to learn more about NHS Tayside, the role and how to apply.
Please refer to Job Descriptions and Person Specification for details of the role.
To apply for the post of Associate Director of Workforce please complete the following:-
· Please visit https://jobs.aspenpeople.co.uk  to access and complete the application form.  Please also submit a CV.  Your complete application form and CV should be emailed to Katy Gall – kgall@aspenpeople.co.uk – if you have any issues please contact Katy on 0141 212 7555.  If you do not receive an acknowledgement within 48 hours please contact Katy.
· Please include details of 2 Referees, one of which must be your current or most recent employer. Referees will not be approached without obtaining your prior consent.
· Please also include within the Supporting Statement section of the online application form any other information in support of your application.

· Candidates are also requested to complete the Equal Opportunities Monitoring Section of the Application Form. This section of your application will not be made available to anyone responsible for shortlisting and interviewing for the post.
· Candidates should note that the recruitment process for shortlisted candidates will include a Preliminary Assessment Stage prior to formal interview.  This will include participation in online assessments utilising psychometric questionnaires.  The results of this stage and subsequent stages of the recruitment process will be kept confidential and restricted to only those who have direct responsibility for the decision making in the recruitment to this post.
Further Information
If you have any further queries regarding the recruitment and selection process, please do not hesitate to contact michelle.grier@nhs.scot 
All applications will be acknowledged and treated in the strictest of confidence.
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Head of Workforce, Recruitment and Medical Staffing





Head of Workforce Business Relations
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