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	NATIONAL POLICE CHIEFS’ COUNCIL - JOB DESCRIPTION






	

	

	1.  Job Details

	Job Title: 
	Resourcing Officer

	Reports to: 
	Resourcing Manager

	Grade
	Band D

	Vetting Level
	NPPV2 & CTC

	Location
	Remote working nationally within UK. NPCC is currently based at 10 Victoria Street, London and therefore occasional travel will be required to this premise and other Police locations across the UK. We encourage applications from candidates living across the UK. Further details on flexible arrangements will be discussed at interview stage
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	3. Job Purpose

	The post holder will work collaboratively with NPCC Senior Leadership Team (SLT), hiring managers and internal/external stakeholders to support the delivery of the workforce planning via Local Resource Planning Meetings and recruitment processes to ensure decisions are within budget and in line with corporate priorities. They will support all staff with standard and complex recruitment administration in fast paced environment, managing the issue of legal contracts and pay agreements. They will impact and influence collectively the NPCC’s performance against objectives, target resource numbers and budgets allocated (police officer and police staff).  



	4. Knowledge, Skills and Experience

	Knowledge: 
· Working knowledge of GDPR and employment legislation
· HR experience in the following areas: attraction, recruitment, workforce deployment and planning, workforce data, leavers 


Skills:
Leadership

· Experience of working in teams, able to contribute to the running of the team.
· Committed to continuous improvement of self and others; responds to feedback; provides support to others in making changes.
· Experience of resolving straightforward queries in line with current policies.
· Experience of managing competing issues and priorities, including those escalated.
· Delivering results in a responsible, resilient, and inclusive way, owning decisions.
· Demonstrates initiative, self-motivation and proactive decision making. 
· Works efficiently, prioritises effectively.

Technical Expertise

· Able to understand end-to-end establishment/workforce planning and deployment.
· Able to use data to help make decisions.
· Good written and verbal communication skills in order to respond appropriately to queries or requests for information. 
· Abilities to pick up new IT systems and keep up to date with technology as it develops/advances
· Developing knowledge of Met HR systems e.g. Met MyHR and PSOP

Stakeholder Management

· Customer focused – prioritising the customer experience e.g. hiring manager, applicants, candidates, staff and officers being seconded in 
· Experience of working with external service providers, this role will require working alongside Shared Services Connected Ltd (SSCL) who provide HR recruitment services
· Be clear and logical in explaining decisions.
· Be proactive in their approach to problem solving and take the initiative to resolve issues.
· Act with integrity in dealings with stakeholders.

Business Acumen

· Able to gather and utilise management information, analysis and business acumen to make decisions or recommendations.
· Confirm finance arrangements for NPCC staff e.g. salary on appointment, annual increments and seek budget approval for any additional costs identified.
· Understand the impact of deployment decisions, be able to articulate the risks to the business and make practical recommendations for mitigation.
· Liaison with external service providers.

Experience: 
· Desirable - Chartered Institute of Personnel Development (CIPD) membership (not essential) or relevant experience.
· Workforce deployment processes – responsible for ensuring adherence to Police Regulations, NPCC/Met policy & employment law.



	5. Key responsibilities and focus of the role 

	· Stakeholder and relationship management skills are fundamental to this role.  The role holder will have to interact, influence and negotiate with members of the NPCC SLT, NPCC Hiring Managers, Met HR, SSCL and HR units across all UK police forces and other public sector organisations e.g. Home Office, NCA, College of Policing.  They will be required to deal with conflicting demands working with colleagues to support service delivery.
· Successful management of recruitment start to finish and posting of new staff into NPCC.  This involves managing all NPCC arrangements relating to recruitment and selection of staff, from advertising vacancies as secondments, attachments, fixed term contracts, agency and postings, and ensuring the integrity of the selection process. 
· Providing advice in relation to the pay grade or banding of staff joining NPCC. 
· Ensuring appropriate documentation and access to NPCC and Met systems is provided to new joiners including an overview of NPCC/Met HR policies.
· Maintaining an overview of NPCC’s establishment/workforce capacity and capability. In relation to uplift recruitment and backfill processes to ensure the integrity of the process, providing advice on the use of the Competency Values Framework (CVF) and consistency of interviews for hiring managers.
· Identifying any gaps, risks and issues, working with NPCC to identify and implement mitigations.
· Attending Local Resource Planning Meeting (LRPM); supporting the LRPM Chair to identify issues ahead of and after the LRPM, taking action as necessary. To complete any adjustments, submitting, Target Change Request, Appendix C and E Forms following the monthly LPRM or any other LRPM documentation as directed by the Chair.  Collate, review, provide suggested mitigation and/or escalate (where required).
· Drafting new secondment and attachment agreements, ensuring key information is correct e.g. hours, salary and allowance information.
· Workforce deployment processes – responsible for ensuring adherence to Police Regulations, NPCC/Met policy & employment law.
· Workforce deployment processes – responsible for identifying and escalating where appropriate, corporate risk/issues and providing options to mitigate.
· Providing quality assurance when reviewing employment documentation e.g. secondment and attachment agreements, employment agreement rights (ERA) letters, offer of contract and extension of contract letters.
· Identifying deviations from agreed budget spend and raising with NPCC SLT budget holder. 
· Liaise with Met HR specialists & Legal Team when dealing with queries which may have a legal impact.
· Understanding the different and unique processes and policies within each of the national forces, which will impact staff seconded into NPCC.
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