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	JOB DESCRIPTION


	1. Job and Organisational Details

	Job Title: 
	Resourcing Manager

	Job Holder’s Name:
(if applicable):
	Shahrzad Mohebali / Natasha Burtchaell

	Directorate: 
	NPCC
	Department/Team:
	Business Support

	Reason for Banding Request

	[bookmark: Check1]New Post:    |_|
	[bookmark: Check3]Changed Post:    |X|

	If Changed Post please explain what has changed:
	Reflecting a more accurate representation of NPCC requirements of a Resourcing Manager role (equivilent to Band C Resourcing Expert in Met).

	Line Manager’s Name:(if applicable) 
	Kelly Navarra-Lee – Deputy Head of Business Support

	Line Manager’s 
Rank/Band:
	Band B

	Authorisation

	Authorising Director/Commander: 
	Gemma Stannard (BB2)
	Date: 
	23/09/22

	Supporting Manager:
	Angela Connolly – Band A – Head of Business Support

	Contact Details:
	Angela.connolly@npcc.police.uk




Before completing the form, please watch the presentation on Knowledge Management:
https://portal.psop.policesharedservices.co.uk/km/pay/pay-what-you-need-know-police-staff
(Go to “Pay scales and pay bands”, select the presentation and then press F5 to start the slide show.)


Please note - your request will be processed only if you complete ALL of the following sections







	
2. Organisation Chart

	The chart should demonstrate how the post fits into the local structure of the department and should show at least three levels i.e. subordinates, peers and line management.

	[image: ]





	3. Job Purpose

	This section should summarise, in no more than a couple of sentences, the reason the job exists. You should not list specific tasks performed by the jobholder, as Section 6 "Key Result Areas" provides the opportunity to give this detail.
Example Job Purpose:  “To provide advice and guidance to officers regarding expenses claims through telephone enquiries or in person, thereby ensuring that incorrect claims are not submitted and that officers receive their full entitlements.”

	The Resourcing Manager is a Strategic Resource across NPCC and reporting into the Deputy Head of Business Support.  They work closely and collaboratively with Hiring Managers, NPCC Senior Leader Team, Met Vetting Unit, National HR Leads and HR Business Partners, and Outsourced Providers in the delivery of staff and senior staff recruitment activity across national portfolio. They make a key contribution by taking on the resourcing expert role in developing recruitment and assessment solutions and driving delivery directly or via outsourced partners. Developing and embedding the NPCC Recruitment Strategy as part of the People Strategy will be key in this process.

	4. Knowledge, Skills and Experience	Comment by Kelly Navarra-Lee: This section is linked to section 6. Once you have drafted, ensure the knowledge, skills and experience you list then feed into and are reflected in the requirements / responsibilities of the role.

For example a Finance Analyst would need advanced IT skills in Excel and a finance qualification. This would also feed into the every day responsibilities of the role, in which you would expect the role to be able to analyse larges volumes of complex financial data and present the financial position/risks using specific tools and platforms e.g. PowerBI, chart/graphs and/or a finance paper. 

	The knowledge, skill and experience required for the role, ranging from a simple repetitive understanding that can be learnt after a few weeks, to dealing with complex, sometimes unique situations, which may require extensive management experience. Include any specific/formal qualification requirements.

Knowledge
What does someone need to know in order to be proficient in the role? Are any specific qualifications, such as a degree or IT qualification, required for the role? 

Skills
This should include only those work-related skills relevant to the role (e.g. minute taking or use of specific computer systems). It also covers personal attributes such as effective communication skills or the ability to prioritise work.
General statements should be avoided. The term "IT Literate", for example, provides no indication of the extent of expertise required. Specific evidence of what is required to perform the role should be provided, e.g.:
"Effective written skills are required to enable the post-holder to respond to correspondence received in relation to Neighbourhood Watch schemes. Correspondence will be dealt with directly by the Jobholder without the requirement to consult line management."

Experience
This could include previous experience of staff management or of working in a particular field e.g. dealing with the public or of having previously worked in a police environment.
You should avoid:
· Detailing “desirable” criteria. The role should be assessed on what is essential in order to be competent in the post.
· Including fundamental requirements that are not knowledge, skills or experience (e.g. vetting level).
Listing the duties of the jobholder (these should be covered in Section 6). Starting sentences with “Ability to…” often results in the inclusion of information that should be detailed elsewhere in the form.

	Knowledge

· Established recruitment and assessment expert, gained through direct experience within a recruitment environment, including candidate management, expert advice to hiring managers in end-to-end recruitment process, attraction strategies and recruitment/assessment design.

· Able to grasp and interpret business strategy, identify links and align to recruitment and assessment activity. Designs and delivers recruitment solutions to meet business requirements and identifies connection to bigger picture and/or impact for other areas of the recruitment service / NPCC.  

· Good practical knowledge of the range of tools and techniques available to Hiring Managers to make successful and robust recruitment and selection decisions.

Skills

· Excellent oral and written communication skills and the ability to present information clearly and concisely to a range of different stakeholders, including experience of drafting and presenting management briefings.

· Highly developed interpersonal skills with the ability to establish cohesive relationships and act with integrity when dealing with stakeholders, including senior managers, across national policing.

· Intermediate Microsoft skills with Outlook, PowerPoint, Teams and Word.

· Intermediate Excel and Power BI skills e.g. charts, graphs, data validation, pivots, formulas. Enabling the analysis and review of large volumes of data, which in turn can be presented in a wide range of formats to varied audiences.

· Intermediate O365 skills to support innovative ways of workings with automation, communication to staff and electronic capture mechanisms of data e.g. Sway, electronic automated forms, use of structured team channels, lists etc.

Experience

· Experience providing advice, support, recommendations to hiring managers on recruitment and assessment/selection. Including, but not limited to adverts and media placements, recruitment timetables and plans, drafting interview questions and/or assessment exercises, advice on options and recommendations for filling vacancies/identifying resource requirements, pre-employment checks and processes, advising managers through challenges or appeals.

· Ability to manage competing demands, deadlines and priorities and a high-level of organisational skills initiating and managing recruitment and selection projects and collaborating with a range of subject matter experts (SMEs) to deliver on time and to budget.

· Proactive approach to problem solving, utilising analytical skills to interpret data. Identifies risks with chosen approach and presents solutions for mitigation. Confident to proactively challenge the ‘normal way’ of doing things and champion opportunities for innovation and efficiency.

· Experience to interpret a range of national HR and Recruitment policies and practice adopted by the forces and adapt them to meet organisational needs, as one size does not fit all in a collaboration environment.

· Experience of building and developing a team, supporting professional development and oversight.

Vetting Level - RV/NPPV2 and CTC




	
5. Communications and Working Relationships

	This should include those people with whom the jobholder has regular contact. It should indicate how the contact is made, for example face-to-face, telephone, e-mail, and the frequency (daily, weekly, monthly, occasional). 

It is also important to indicate the purpose of the contact, e.g.:

· Passing on or obtaining information
· Dealing with complaints or enquiries from members of the public
· Leading formal meetings to discuss policy and strategic planning
· Negotiating major contracts

	
Day to day contact (face-to-face, video calls, telephone, e-mail) with Band B Deputy Head of Business Support and Band A Head of Business Support / Local Resource Planning Manager (LRPM) in delivery of an efficient, innovative and professional recruitment and selection service for staff.

Daily engagement (video calls, telephone, e-mail) with NPCC Senior Leadership Team and hiring managers and regular contact with Met HR, Workforce Planning Team & Vetting to build relationships and understanding of business area, review and assess the nature of the resourcing requirement and for addressing the challenge of filling hard to fill roles. 

Regular contact with Shared Services Connected Limited (SSCL) as the out-sourced provider of internal/external staff and internal police officer recruitment and other outsourced recruitment partners, for example specialist areas which are more complex such as Chief Scientific Advisors or Non-Executive Directors.  Working collaboratively to deliver service to hiring managers and holding partners to account within delegated projects and processes.

Regular contact with staff officers/executive assistants to determine and oversee on-boarding activities, which your team will be tasked with. For example, supporting Chief Constables with the recruitment of complex and Senior Director portfolio appointments and promotion of national portfolio vacancies via the platform Chiefs Net.

Regular contact with Chief Constables, Deputy Chief Constables and Staff at Chief Officer level (telephone and e-mail) when managing more Senior Director portfolio appointments.

Regular contact with related HR functions to facilitate hiring manager/business access to advice and guidance across end-to-end resourcing challenges (e.g., Met- Pay and Reward, Workforce Planning, HR Change and National Forces - HR Business Partners).

Regular contact (video calls, telephone, e-mail) with Met and SSCL change teams to drive delivery of campaign launches, improvement and change projects.

There will be adhoc and formal meetings with various senior clients up to and including Deputy Assistant Commissioner level and Broadband equivalents to ensure resourcing interventions are business focused and fit for purpose.

Generally being an advocate for change and innovation, looking at innovative ideas for the business in terms of resourcing approaches and service delivery. Whilst managing expectations and conflicting demands across the different stakeholders, using negotiating and influencing skills to deliver set objectives.




	
6.  Key Result Areas

	This is a very important area. Here you should specify the jobholder’s main duties.
It is unnecessary to include every task undertaken by the jobholder - you should expect to come up with between five and eight.  In each case indicate:
· What the jobholder does	Comment by Kelly Navarra-Lee: Please play careful attention to all three points and clearly articulate the main duties of the role. As we often we receive JD's which only appear to detail the 'what the job holder does' and not the how and why. I also think it's pertinent to highlight the benefit/outcome too.
· How it is done
· Why it is done
Be mindful to detail the how and why. Simply stating what the jobholder does will provide too little detail to complete an evaluation.

This section should demonstrate why the knowledge, skills and experience set out in Section 4 are necessary; please ensure the form is consistent.

	
Resourcing Manager: It would be useful to understand how this fits in with Resourcing/Recruitment functions in the Met/SSCL. To what extent does NPCC have latitude to set its own recruitment policies, run its own processes, write its own strategies etc? Presumably there is a corporate governance framework that everyone operates within, and then the NPCC have some autonomy within that? Apologies for the somewhat nebulous question – if you’re able to give us a steer re context, that would be great.


1. The Resourcing Manager will support the Band B with NPCC recruitment strategy and has the responsibility to review current policies and practices, refining them with the support of the practitioners, challenging where necessary with all stakeholders and adapting streamlined processes.	Comment by Kelly Navarra-Lee: For example
- drafting a recruitment pack to support hiring managers with recruitment from start to finish
- developing with a recruitment workshop to again support hiring managers with the process and timelines. 
- reviewing Met secondment contracts against another forces Memorandum of Understanding (MOU) and sending to Legal as both documents contradict each other
- adopting and developing CVF shortlisting framework

2. The Resourcing Manager is responsible for advising and guiding the NPCC on recruitment policies and governance framework as defined by the Head of Business Support. They have a key role in helping to define recruitment parameters and the overall objectives.

3. Working closely with HR colleagues to ensure the provision of a seamless and joined up end to end selection and recruitment services to the organisation.  Appointing and working effectively with third party providers to ensure a smooth transition with all recruitment processes and the supply of secondment, fixed term, permanent, attachment and agency.

4. The role involves building relationships with hiring manager and acting as the specialist point of contact within NPCC, offering guidance, advice and support and promoting forward thinking on workforce and resourcing plans at a national level. 

5. Acting as the recruitment subject matter expert and the project manager on employee resourcing interventions to provide innovative, cost effective and timely solutions. Devising and implementing recruitment plans, and promotion processes within agreed deadlines, ensuring local management and hiring managers are properly engaged, advised and informed.

6. Coaching and advising managers and your team, on the implementation of robust processes and being sensitive to the issues of diversity and inclusion – intervening as needed to illuminate unconscious bias and/or promote positive action. 

7. Developing toolkits and guidance for the business to use going forward, promoting via the NPCC O365 hub/communications SharePoint platform enabling hiring managers to become more self-sufficient in delivering selection and recruitment activity. 

8. Providing a subject matter expert (SME) service for senior managers in relation to senior appointments.

9. Overseeing the management of establishment/workforce data, succession planning in line with budgets. Along with ensuring the team meet monthly Local Resource Planning Meetings deadlines (LRPM) and provide monthly establishment/workforce data to NPCC SLT in line with LRPM processes.

10. Overseeing the use of internal and external job advertisement sites to ensure information provided is accurate and complies with site regulations/protocols and GDPR legislation.

11. Working collaboratively in conjunction with the Deputy Head of Business Support to improve the client and candidate experience through identifying, issues, trends and undertaking improvement action as needed. Along with developing, embedding and adapting the NPCC Recruitment & People Strategy.

12. Building relationships and forming alliances with external counterparts, and stakeholders to scan for innovations, streamline practices and joined up working.

13. Undertaking quarterly reviews of toolkits provided to the outsourced providers – providing updates as necessary, along with overseeing a regular review of NPCC guidance for staff and hiring managers via the NPCC O365 hub/communications SharePoint platform to ensure information is kept up to date.


	

7.   Scope for Impact

	List here any areas where the jobholder has particular authority to make decisions, e.g., financial spending, prosecution of offenders, the development and implementation of performance indicators.  Include any areas of the jobholder's work that are particularly challenging and difficult. You should also include any constraints that impact on the jobholder's role, e.g., financial, legal, time constraints.

Also include other features of the role that might be relevant such as whether the jobholder's work is checked, or if the jobholder prioritises their own work and determines their own deadlines.  

	
· An in-direct impact as a resourcing project leader on the reputation of NPCC and the HR function in terms of the ability to deliver resourcing interventions and programmes – filling hard to fill and critical roles.
· Helping to ensure best value is achieved with the involvement of third-party service providers in the provision or recruitment and marketing/attraction services for the NPCC.
· Providing direct and specialist support to business-based hiring managers in priority recruitment/selection activity – giving a significant improvement on the current approach where line managers waste time looking for guidance or running ineffective recruitment / selection activity.
· The precise impact of any one individual in this role will vary depending on the type and nature of the projects they are involved in and their specific contribution to the project.
· Oversight on legal contracts between NPCC, Met (host force) and national forces, for candidates (secondees/attachments)
· Due to NPCC lacking a sustainable funding programme, all recruitment funding is aligned to each financial year and expediting recruitment processes to maximise budget available, meeting NPCC business strategy objectives. 
· The role operates within the College of Policing corporate governance framework in respect of recruitment, whilst also complying with Met practices. However, the postholder has a level autonomy to draft appropriate bespoke NPCC guidance and processes from start to finish with a vacancy / onboarding experience for new staff to meet the unique demands of the NPCC workforce structure and funding. 	Comment by Kelly Navarra-Lee: Example - The role has designed a bespoke NPCC induction and recruitment pack (unless I am mistaken, I have not seen this support option provide by the Met) to support hiring managers, using CVF framework and CV's. In we have made a decision to anonymise applications to ensure fairness and to avoid unconscious bias, again this demonstrates the level of autonomy the role has to set our own processes.
· The role will have oversight of all recruitment processes within the NPCC. They will manage and support the more senior appointments. For example, we have introduced a shortlisting and interview scoring mechanism, and guidance for hiring managers to ensure transparency when at both stages of the process.
· This role will support the Deputy Head of Business Support with implementing the NPCC recruitment strategy and will share observations ref considerations, risks and emerging issues which may need to be factored into the strategy when reviewed.
· The role on occasions will need to take on escalation issues from the Band D’s and be conduit between force HR and Finance teams, relating to legal contracts and pay. As example of this is another force not paying a candidate the correct salary and failing to align an on-call allowance for a number of months even though this has been communicated via a secondment agreement through the correct channels. The role has to problem solve and work with stakeholders to promptly resolve the issue faced, taking into consideration the impact this on the employees pay and/or welfare.





	8. Dimensions

	This section is designed to show any impact that the role has on resources. You should include:
· Budgetary responsibility (direct or indirect)
· Number of staff that the jobholder is responsible for (if applicable)
· Volume of work. (e.g. number of cases dealt with)

	· Although the role has no direct budget responsibility, the Resourcing Manager will be expected to oversee the issue of secondments agreements listing salary information. As a result, they will be expected to work closely with the Finance Committee Coordinator and Finance Analyst to ensure budget builds year on year reflect the correct pay costs. 
· In addition to the above, they will also oversee timely updates to the Finance Committee Coordinator and Finance Analyst regarding impending vacancies and start dates of new staff. These updates are critical in supporting the Finance Team with managing the budget and understanding vacancy management savings throughout the course of the financial year. This ensures establishment/workforce budgets are properly utilised by ensuring a ready supply of new staff into the NPCC.
· The Resourcing Manager oversees and manages the Resourcing Officers who play a significant role in recruitment from start to finish, ensuring vacancies are filled expeditiously. Delays in backfilling roles, inevitably impacts on NPCC’s ability to meet strategic objectives. If budgeted roles are not filled, this could present problems for NPCC SLT and Finance Team with continued funding, if challenged by Chief Constables and the Home Office who part fund the organisation.
· Oversees NPCC establishment/workforce data via the Met with PSOP records for all staff, but most importantly Met secondees into NPCC. If not managed correctly, NPCC quarterly finance reporting will be inaccurate. Incorrect design build data will also reflect the wrong FTE/data numbers when it comes to strength resulting in Met blocked/declined bids for Met officers and staff.
· Influences the performance of teams and individuals by ensuring vacancies are filled as expeditiously as possible.
· Ensures the efficiency of third-party suppliers as and when necessary.
· Oversees team which administers the monthly deployment of all corporate resource – (circa 170 of staff, officers, secondees, agency workers)
· Manages 2 FTE x Band D and 0.5 FTE x Band E
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