	Ref No.: 

	Date FOI request received: 

	Date FOI response:  

	REQUEST & OUR RESPONSE:  

1. Total number of employees – headcount and WTE  
OUR RESPONSE: 6917 Headcount, 6069365 WTE.
2. Number of employees in Recruitment Team – headcount, WTE, bands and job titles  
OUR RESPONSE: 24 headcount, 22.65 WTE.

3. Scope of Recruitment Team – what are the team responsible for?  
OUR RESPONSE: end to end attraction and recruitment- processing adverts, recruitment checks/compliance, contract production, mobilising onboarding processes.

4. What recruitment system do you use?  
OUR RESPONSE: Jobtrain.
5. How many people did you recruit in the following years:
a. FY 2021 / 2022  
OUR RESPONSE: 770 new starters.

b. FY 2022 / 2023  
OUR RESPONSE: 1248 new starters.

c. FY 2023 / 2024 
OUR RESPONSE: 1184 new starters.

6. Number of leavers in each year and the turnover rate in the following years:
a. FY 2021 / 2022  
OUR RESPONSE: 598 leavers.

b. FY 2022 / 2023  
OUR RESPONSE: 590 leavers.

c. FY 2023 / 2024  
OUR RESPONSE: 676 leavers.

Please can you supply job descriptions for Recruitment Team Roles
OUR RESPONSE: Please see attached.


	Attachments:
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JOB DESCRIPTION AND 
PERSON SPECIFICATION FOR 


Resourcing Manager  


AGENDA FOR CHANGE BAND Band 6 


HOURS AND DURATION As specified in the job advertisement and the 
Contract of Employment 


AGENDA FOR CHANGE 
REFERENCE NUMBER 


2620 


DBS  LEVEL None Required  
REPORTS TO 
 


Head of Employment Services  


ACCOUNTABLE TO 
 


Head of Employment Services  


LOCATION The post holder will initially be based at the location 
specified in the job advertisement and the Contract of 
Employment.  However, the Trust reserves the right, 
with consultation, to relocate post holders to any base 
within the Trust in line with service requirements. 
 


JOB SUMMARY   
 
To provide leadership and direction for the Trust’s Resourcing team to deliver excellent 
customer focused services concerning all aspects of the recruitment process.  
 
To develop and embed the Trust’s corporate business goals, vision and values through the 
implementation of resourcing strategies, systems and processes, which includes 
maintaining a strong and effective employer brand, which maximises the Trust’s ability to 
attract & recruit substantive and temporary staff.  
 
To effectively manage the Employee Resourcing & Recruitment Team for the Trust which 
delivers resourcing and recruitment activities for the Trust.  
 
To be continually developing processes to ensure that they remain customer focused and 
support the acquisition of talent and provide a good experience for new recruits joining the 
organisation.  
 
To identify and implement new ways of working and technology to ensure that services are 
delivered efficiently and meet customer expectations. 
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MAIN DUTIES AND RESPONSIBILITIES: 
 


1. To demonstrate the Trust’s values  in everything you do in the work environment and live 
up the LPT Pledge 


2. To be responsible in the use and expenditure of the Trust’s resources that you utilise  
3. Establishing Effective Leadership and Communication  


3.1. To manage the Resourcing team, ensuring that team members are positively 
motivated, developed and supported to work in such a high-volume, deadline-driven 
environment and provide an excellent customer service whilst doing so 


3.2. To develop service standards and monitor the resourcing teams performance on 
both compliance and time to complete objectives. Making improvements where 
necessary and providing department guidelines to support these along with 
measures to enable the department to evaluate performance. 


3.3. To develop an evaluation system to gain feedback from key stakeholders and to 
utilise such feedback to feed into developments of policies and processes. 


3.4. To develop and provide metrics to demonstrate value added service, which could 
include benchmarking. 


4. Continuing Education, Professional and Personal Development 
4.1. Recruiting, developing/training and managing the performance of team members. 
4.2. Undertake the Trust’s corporate and local induction, and maintain your learning and 


compliance with training requirements for your role  
4.3. Participate in supervision via agreed review and appraisal mechanisms   
4.4. It is mandatory for all professionally qualified staff and clinical support staff to actively 


participate in clinical supervision as an integral part of their professional 
development. 


4.5. To manage and develop staff and resources involved in the delivery of resourcing 
services so that the Team is able to deliver its programme of work effectively and 
efficiently and provide best value. 


5. Clinical Governance, Reduction of Risk, Audit and Research 
5.1.  Maintaining awareness of developments in the recruitment market both with regards 


to emergent technology and recruitment trends that are relevant to activities the 
team delivers.  


5.2. Working with colleagues to make case for change around developments that impact 
on recruitment and associated activities 


6. Management and use of Resources and Information 
6.1. All records that the role is responsible for or modifies must be kept up to date and 


maintained in an accurate and diligent manner  
6.2. Processes must be in place across the recruitment team that records are created 


and maintained in an efficient and secure manner  
7. Operating with Quality in everything you do and Maintaining a Safe Environment  


7.1. Ensuring team meet relevant compliance requirements  
7.2. Ensuring that the team provide an excellent customer experience to all relevant 


customers  
8. To own the Trust’s candidate attraction plan including on and offline marketing, open 


days and recruitment events 
9. Continue to develop the Trust’s approach to Values Based Recruitment 
10. Ensure that effective assessment approaches are embedded into the recruitment 


approach of the Trust 
11. To maintain and develop Trust policies on recruitment and retention aligned to the 


Team’s activities. 
12.  Support training for stakeholders in the recruitment process on best practice recruitment 


approaches and behaviours 
13. To take proactive steps to ensure that relevant equality legislation, e.g. the Equality Act 
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2010, runs through the Trust’s recruitment activities in particular with regard to 
recruitment, candidate attraction and how impact of the Team’s processes on protected 
characteristics will be managed. 


14. To promote and develop good working relations and effective communications between 
the resourcing team and its customers, responding to escalated complaints and 
championing initiatives for service development. 


15. To give advice and support to managers across the organisation on recruitment including 
on candidate attraction/selection methodology. 


16. To analyse and interpret reports on recruitment resourcing activity and workforce metrics 
in line with the agreed Service Level agreement. 


17. Analysis of Trust resourcing activities including taking action to target areas where 
demand is high, hot spots identified and other factors influencing supply. 


18. Work with the workforce information team to meet the Trust’s requirements for employee 
related information and to support data quality projects as required. 


19. Feedback/liaise as appropriate with HR colleagues to ensure communication of 
developments are shared in a timely manner across the organisation’s HR teams.  


20. To support any processes required in connections to external audit of the team’s 
processes and work. 


21. To act as DBS lead for the Trust to ensure the process is executed in line with 
legislation/guidance to ensure best practice at all times. To work with HR colleagues to 
manage DBS compliance across the Trust. 


22. To attend or ensure attendance through team Safeguarding committees to support the 
Recruitment as appropriate. 


23. To manage any project work that is within the remit of the resourcing team to deliver. 
24. Negotiation with services to support candidate attraction spend, costs associated with 


recruitment events etc. The HR Department does not hold a resourcing marketing 
budget of its own. 


25. Signing off of staff rosters, changes and expenses relating to the Resourcing team.  
26. Provide cover for HR Manager – Employee Services when required. 
 
 
KEY RESULTS AREAS: 
 
1. Accountable for overall performance of recruitment activities and the service level 


agreement. 
2. Monitors that quality/timeliness/compliance/customer experience measures for 


recruitment activities are met by team and implements processes to deliver any required 
remedial action. 


3. Delivery of successful candidate attraction and marketing strategies. 
4. Improving the Trust reputation and a place to work. 
5. Analysis of Trust resourcing activities including identifying hot spots to target. 
6. Manages processes and resources to ensure that recruitment inputting into NHS Jobs 


where required is achieved accurately and in a timely manner and implements 
processes to deliver any required remedial action. 


7. Develops reviews and amends processes and procedures to underpin the team in 
delivering its activities. Develops and implements Recruitment and DBS policies across 
the activities of the team. 


8. Manages any project work to deadlines required. 
9. Manages and reviews the service the team provides concerning first line resourcing 


queries and that effective communication takes place between the Resourcing Service 
and other HR teams. 


10. Takes personal responsibility Line Managing team on a day to day basis, motivating 
team members to achieve objectives and providing training and support to team 
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members as appropriate 
11. Reviews communication mechanisms between the Resourcing Team, recruiting 


managers, Directorate stakeholder groups, the Employee service team, CSS team and 
workforce team and develops processes to enhance cross team working 


12. Performance manages team members as appropriate including managing related 
processes. 


13. Manages attendance of team members as appropriate including managing related 
processes 


 
COMMUNICATION AND WORKING RELATIONSHIPS 
 
 
Communicate with managers, employees and candidates about employee resourcing issues 
which are sensitive and on occasion contentious, e.g. when talking about withdrawing job 
offers. Negotiating with internal and external stakeholders to bring them round to your point 
of view. This includes for example influencing third party organisations where you need to 
gain agreement outside of any formal structures.  
 
Key contacts for this role are:  
 
Recruiting Managers, Directorate managers and stakeholder groups  
Employees 
Applicants 
Staff side 
HR directorate colleagues 
Human Resource Director, Managers and Advisors 
Trust Payroll provider 
External organisations e.g. Job Centre Plus, training providers, RCN, Marketing and 
promotional companies, NHS employers, 
DBS provider  
Occupational Health department 
Learning and Development Teams 
Workforce Information Team 
HIS (IT provider)  
Communications Team 
 
ENVIRONMENTAL FACTORS 


 
Physical Effort 
The role will involve sitting at a computer for large parts of the working time. There may be a 
requirement to exert light physical effort for short periods, e.g. moving boxes of archived 
files. There will also be a requirement for some driving. 
 
Mental Effort 
There is a frequent requirement for prolonged periods of concentration, e.g. reviewing 
performance data and writing reports, whilst there will also be a requirement to react to 
developing situations e.g. around changing priorities of recruitment activities or payroll 
requirements. Daily work is likely to experience unpredictable interruptions e.g. queries or 
requests for advice.  


 
Emotional Effort 
The role will involve frequent exposure to imparting unwelcome news to employees e.g. 
regarding pay issues, queries concerning unsuccessful redeployment interviews etc. It will 
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also involve dealing with escalated complaints which could involve dealing with difficult 
situations or upset people. Performance/attendance management element of the role will 
involve delivering difficult messages to team members about performance and potential 
associated management action. 
 
Working Conditions 
Requirement to use ICT equipment on a daily basis. Travel to other sites, nationally and 
potentially internationally required.  
 
The job description is not exhaustive and will be reviewed in the light of changing needs and 
organisational development. Any changes will be discussed with the post holder who may 
be required to carry out the duties appropriate to the grade and scope of the post. 
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ADDITIONAL INFORMATION 
The NHS is in a period of continuing change due to developments and rationalisation of 
services. This will lead to a modification of structures and job descriptions. The post holder 
will be expected to co-operate with changes, subject to consultation, at any time throughout 
the duration of their contract.  
 
MOBILITY 
The person specification for the role will detail the mobility requirements of the post.  
However, employees may be required to work at any of the other sites within the 
organisation subject to consultation.  
 
POLICIES AND PROCEDURES 
All staff should comply with the Trust’s Policies and Procedures.  It is the employee’s 
responsibility to ensure that they are aware of the relevant Policies and Procedures for their 
area of work.  Key Policies and Procedures will be explained as part of local induction 
arrangements 
 
SAFEGUARDING CHILDREN AND ADULTS 
The Trust takes the issues of Safeguarding Children and Adults, and addressing domestic 
violence very seriously.  All employees have a responsibility to support the Trust in its duties 
by adhering to all relevant national and local policies, procedures, practice guidance and 
professional codes; promptly reporting any concerns to the appropriate authority in line with 
safeguarding policy and guidance; attending mandatory training on Safeguarding children 
and adults; being familiar with individual and the Trust’s requirements under relevant 
legislation.   
 
MENTAL CAPACITY ACT 
All clinical staff will be aware of their responsibilities under the Mental capacity Act and will 
ensure that assessment for Deprivation of Liberty Safeguards is in place for any patient that 
is deemed to lack capacity to consent to their care and treatment. 
 
MAKING EVERY CONTACT COUNT 
All staff are positively encouraged to contribute to improving health for themselves, their 
patients, service users and colleagues. This happens when, in everyday contact, the 
opportunity is taken to raise the subject of choosing better health by stopping smoking, 
reducing alcohol intake, eating more healthily and becoming more active. The Trust’s Making 
Every Contact Count programme has further information.   
 
HEALTH AND SAFETY 
It is the duty of all employees of the Trust to ensure that a safe working environment and 
safe working practices are maintained at all times.  Any specific duties you are required to 
fulfil as part of the job you are employed to undertake will be detailed as part of your job 
description. 
All employees must comply with the duties imposed on them by the Health and Safety at 
Work Act 1974, i.e. 


• To take responsibility for the Health and Safety of themselves and of other persons 
who may be affected by their acts or omissions at work. 


• To co-operate with their employer as far as is necessary to meet the requirement of 
the legislation. 


• Not to intentionally or recklessly interfere with or misuse anything provided in the 
interest of health and safety or welfare 
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These duties apply to all staff whenever and wherever they are engaged on Trust business. 
 
DATA PROTECTION 
In line with national legislation, and the Trust’s policies, you must process all personal data 
fairly and lawfully, for the specific purpose(s) it was obtained and not disclosed in any way 
incompatible with such purpose(s) or to any unauthorised persons or organisations, unless a 
lawful exemption applies. 
The post holder must be familiar with and comply with the all Trust Policies on Data 
Protection, Confidentiality and Information Security and requests for personal information. 
The post holder must be familiar with and comply with the Eight Data Protection Principles 
contained within the Data Protection Act 1998. 
Personal Data must be: 


• Processed fairly and lawfully 


• Processed for specified purposes 


• Adequate, relevant and not excessive 


• Accurate and kept up-to-date 


• Not kept for longer than necessary 


• Processed in accordance with the rights of data subjects 


• Protected by appropriate security 


• Not transferred outside the EEA without adequate protection 
 


CONFIDENTIALITY 
The Trust attaches the greatest importance to patient confidentiality and to the 
confidentiality of personal health data, personal data and other data held and processed by 
the Trust.  All data should be treated as confidential and should only be disclosed on a 
need-to-know basis.   
Some data may be especially sensitive and is the subject of a specific organisation policy, 
including information relating to the diagnosis, treatment and/or care of patients and service 
users, as well as individual staff records.  Under no circumstances should any data be 
divulged or passed on to any third party who is not specifically authorised to receive such 
data.  In addition, staff must not access personal information unless authorised to do so as 
part of their role.  
Due to the importance that the organisation attaches to confidentiality, disciplinary action will 
be considered for any breach of confidentiality.  All members of staff are expected to comply 
with national legislation and local policy in respect of confidentiality and data protection. 
With the increased use of information technology and e-communications, staff should also 
be aware that safe guards are in place to protect the privacy of individuals when using these 
mechanisms, both inside and outside of work. This includes the use of social media i.e. 
Facebook, Twitter, Snapchat etc. Where privacy is breached disciplinary action will be 
considered. 
All employees should be mindful of the seven Caldicott principles when dealing with person 
identifiable information. 


1. Justify the purposes of using confidential information 
2. Only use it when absolutely necessary 
3. Use the minimum that is required 
4. Access should be on a strict need to know basis 
5. Everyone must understand his or her responsibilities 
6. Understand and comply with the law 
7. The duty to share information can be as important as the duty to protect patient 


confidentiality 
If there is any doubt whether or not someone has legitimate access to information, always 
check before you disclose. 
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EQUALITY AND DIVERSITY 
We aim to design and provide services and employment practices that meet the diverse 
needs of our service users and staff, ensuring that none are placed at a disadvantage over 
others. You will be expected to take into account the provisions of the Equality Act 2010 to 
advancing equal opportunity. You must to act in your role to ensure that no one receives 
less favourable treatment due to their protected characteristics i.e. age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 
belief, sex (gender) or sexual orientation. 
 
In carrying out its functions, you must have due regard to the different needs of different 
protected equality groups in their area. 
 
INFECTION CONTROL 
All employees have a responsibility to protect from infection themselves and other people, 
whether they be patients, other staff or visitors, as well as making all reasonable effort to 
reduce or prevent the risk of infection in their working environment. All staff have a duty to 
make themselves familiar with and comply with Infection Prevention and Control Policies 
and Procedures, carry out duties required by legislation such as the Health and social care 
Act 2008 (updated 2015) (and subsequent legislation), and to attend mandatory training 
relating to infection prevention and control. 
 
COUNTER FRAUD 
Staff are expected to report any incidences of potential fraud to the Counter Fraud Helpline 
on 0800 028 40 60.  
SMOKING AT WORK 
The Trust has a “Smoke Free Policy”, which applies to: 


• All persons present in or on any of the Trust grounds and premises 


• All persons travelling in Trust owned vehicles (including lease cars) whilst on official 
business. 


• Privately owned vehicles parked on Trust grounds or when transporting Service 
Users, Visitors on official Trust business. 


• When wearing an NHS uniform.  
 
ELECTRONIC ROSTERING  
‘Our Electronic Rostering system is key to ensuring staff are in the right place with the right 
skills at the right time, to ensure we carry out this responsibility effectively; all LPT staff must 
adhere to the rostering standards and guidelines set out in the Electronic Rostering Policy, 
pertaining to their role’. 
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Person Specification 


Selection Criteria: 
 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Demonstrates a commitment to 
the Trust’s Values  


1.1 Compassion 
1.2 Trust 
1.3 Respect  
1.4 Integrity 


 
 
 
3 
3 
3 
3 


  
 
 
x 
x 
x 
x 


  


Qualifications (Equivalent 
qualifications will be 
considered where their 
equivalency can be 
demonstrated) 
 
2.1 Degree Level or knowledge 
and expertise gained through in-
depth experience to Degree Level 
equivalent  
 
2.2 CIPD or equivalent CIPD 
accredited HR qualification (or 
equivalent level of knowledge 
gained through experience)  
 
2.3 Evidence of continuing 
personal and professional 
development  
 
2.4 Trained use of NHS Jobs, 
Recruitment Practices 
 
2.5 Marketing Qualification  
 


 
 
 
 
 
 
3 
 
 
 
 
3 
 
 
 
 
3 
 
 
 
1 
 
 
1 


 
 
 
 
 
 
x 
 
 
 
 
x 
 
 
 
 
x 
 
 
 
x 
 
 
x 


 
 
 
 
 
 
 
 
 
 
 
x 
 
 
 
 
x 
 
 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Knowledge and Skills 


3.1 Knowledge and 
understanding of resourcing and 
recruiting applicants for a 
multidiscipline organisation in 
challenging supply market  
 
3.2 up to date employment law, 
employee relations, equality and 
diversity knowledge  
 
3.3 Knowledge of employee 
development, training and 
workforce strategies 
 
3. 4 Knowledge of current issues 
affecting the NHS workforce 
 
3.5 Demonstrate effective 
communication skills (oral and 
written) 
 
3.6 Effective Presentation Skills  
 
3.7 Ability to develop and 
maintain effective working 
relationships with wide range of 
stakeholders 
 
3.8 An eye for attention to detail  
 
3.9 Able to meet tight deadlines  
 
3.10 Report writing skills  
 
3.11 Competent use of computer 
software including complex 
databases and websites 
 


 
 
3 
 
 
 
 
 
3 
 
 
 
3 
 
 
 
3 
 
 
3 
 
 
 
3 
 
3 
 
 
 
 
3 
 
3 
 
3 
 
3 
 
 


 
 
x 
 
 
 
 
 
x 
 
 
 
x 
 
 
 
x 
 
 
x 
 
 
 
x 
 
x 
 
 
 
 
x 
 
x 
 
x 
 
x 
 


 


 
 
x 
 
 
 
 
 
x 
 
 
 
x 
 
 
 
x 
 
 
x 
 
 
 
x 
 
x 
 
 
 
 
x 
 
x 
 
x 
 
x 


 


  


Experience (both work and 
‘life’ related)   
 
4.1 Significant experience 
providing HR recruitment 
management within a complex 
organisation preferably within the 


 
 
 
3 
 
 
 


 
 
 
x 
 
 
 


 
 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


NHS (multi-site, multi-disciplined 
workforce) 
 
4.2 Experience of delivering 
recruitment strategies, marketing, 
and attraction campaigns 
including both offline and 
web/social media 
 
4.3 Experience of writing reports, 
business cases and presenting to 
senior teams and external bodies 
 
4.4 Experience of computerised 
HR databases including ability to 
interpret and manipulate and 
present data 
 
4.5 Experience of managing a 
team including all aspects of 
people management  
 


 
 
 
3 
 
 
 
 
 
3 
 
 
 
3 
 
 
 
 
3 


 
 
 
x 
 
 
 
 
 
x 
 
 
 
x 
 
 
 
 
x 
 


 


 
 
 
x 
 
 
 
 
 
x 
 
 
 
x 
 
 
 
 
x 


 


Personal Attributes 
 
5.1 Able to develop a direction for 
the service and encourage a 
shared ownership to take people 
with you  
 
5.2 Resilient and able to deal with 
multi-faceted and rapidly 
changing issues  
 
5.3 Able to maintain a focus that 
despite high volumes of work, 
processes affect individual people 
and not generic numbers  
 
5.4 Customer and solutions 
focused approach  
 
5.5 Self-motivated and flexible in 
approach  
 


 
 
3 
 
 
 
 
3 
 
 
 
3 
 
 
 
 
3 
 
 
3 
 


 
 
x 
 
 
 
 
x 
 
 
 
x 
 
 
 
 
x 
 
 
x 


 


 
 
x 
 
 
 
 
x 
 
 
 
x 
 
 
 
 
x 
 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Standard Requirements 


Commitment to Equality & 
Valuing Diversity Principles 
 
Understanding of Confidentiality 
& Data Protection 
 
Understanding of the service 
users of the Trust (which  could 
include lived experience of 
conditions the Trust deals with or 
of receiving services relevant to 
those the Trust provides) 
 


 
 


3 
 
 


3 
 
 


3 


 
 


X 
 
 


X 
 
 


X 


 
 


X 
 
 


X 
 
 


X 


  


Mobility  
Own transport or suitable 
alternative. 
Ability to work across sites, and 
occasional national /international 
travel requiring overnight stays 


 
3 


 
You must demonstrate how you 
would meet the stated mobility 
requirement on your application form 
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JOB DESCRIPTION AND 
PERSON SPECIFICATION FOR 


Strategic Resourcing Manager  


AGENDA FOR CHANGE BAND 8a 


HOURS AND DURATION As specified in the job advertisement and the 
Contract of Employment 


AGENDA FOR CHANGE 
REFERENCE NUMBER 


(reference No) 


DBS  LEVEL None Required  


REPORTS TO 
 


Deputy Director of HR and OD 


ACCOUNTABLE TO 
 


Deputy Director of HR and OD 


LOCATION The post holder will initially be based at the location 
specified in the job advertisement and the Contract of 
Employment.  However, the Trust reserves the right, 
with consultation, to relocate post holders to any base 
within the Trust in line with service requirements. 
 


JOB SUMMARY   
To hold an overarching role to ensure that  
 


• There is a robust and achievable strategic resourcing plan held at a Trust level that 
incorporates plans developed and delivered within each directorate that addresses key 
gaps in workforce vacancies. That this plan covers short, medium and long term and 
includes related activity required to attract, recruit and develop the staff required.   


• This plan includes co-ordinating with L and D colleagues to proactively recruiting to 
training opportunities across the Trust to further grow our own staff over a number of 
years, and proactive outreach activity and active recruitment brand management.  


• Breaking strategic plans into operational frameworks for delivery by teams you 
manage, and monitoring and amending plans to react to uncertainty and changes.   


• That there are strong processes embedded within the Resourcing Team to deliver 
great candidate experience and onboard staff that are recruited in an effective and 
friendly way.  


• To develop recruitment approaches across the Trust so that they widen the Trust’s 
access to all sectors of the community and that they maximise on the talent pool 
available to the Trust.  


• That processes are in place to support recruiting managers navigate the recruitment 
process and receive a timely and friendly service.   
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MAIN DUTIES AND RESPONSIBILITIES:  


  


1. To demonstrate the Trust’s values  in everything you do in the work environment and live 
up the LPT Leadership Behaviours  


2. To be responsible in the use and expenditure of the Trust’s resources that you utilise   


3. Establishing Effective Leadership and Communication   


3.1. To provide leadership on the Trust’s overarching recruitment direction, including 
outreach and candidate attraction, influencing service design around new roles and 
working to maximise the Trust’s presence within the communities it recruits from.  


3.2. Full line management of the Resourcing Managers ensuring that they have clear 
objectives and direction, are working to common goals and in ways that support over-
arching strategy, and that their onwards management of their teams is robust and 
effective.   


3.3. To lead and agree through appropriate channels robust structured recruitment plans 
by Directorates and workforces to ensure that proactive measures are in place to 
deliver required staffing levels.  


3.4. To manage and review service standards and monitor the resourcing teams 
performance on both compliance and time to complete objectives. Making 
improvements where necessary and providing department guidelines to support these 
along with measures to enable the department to evaluate performance.  


3.5. To develop an evaluation system to gain feedback from key stakeholders and to utilise 
such feedback to feed into developments of policies and processes.  


3.6. To develop and provide metrics to demonstrate value added service, which could 
include benchmarking.  


4. Continuing Education, Professional and Personal Development  


4.1. Undertake the Trust’s corporate and local induction, and maintain your learning and 
compliance with training requirements for your role   


4.2. Participate in supervision via agreed review and appraisal mechanisms    


4.3. To manage and develop staff and resources involved in the delivery of resourcing 
services so that the Team is sighted on their role in the wider approach, and is able to 
deliver its programme of work effectively and efficiently and provide best value.  


4.4. To develop and maintain suitable training resources for stakeholders in the recruitment 
process so that they deliver their aspects in an effective and appropriate way.  


5. Governance, Reduction of Risk, Audit and Research  


5.1. Maintaining awareness of developments in the recruitment market both with regards to 
emergent technology and recruitment trends that are relevant to activities the team 
delivers. 


5.2. Maintaining knowledge of and team compliance with employment standards and legal 
requirements    


5.3.  To build suitable controls regarding safeguarding into recruitment processes  
6. Working with colleagues to hold robust data on recruitment to enable appropriate plans to 


be mobilised and to track progress against these plans and trigger any required further 
actions. 
6.1. Be responsible for the provision of high quality workforce information at Trust and 


constituent levels, assisting in the interpretation of that data and devise, implement and 
measure short, medium and long term action plans to ensure resourcing to key roles 
is operating effectively and efficiently. Such plans include staff engagement plans, 
recruitment and retention plans.  


6.2. Working with colleagues to make case for change around developments that impact 
on recruitment and associated activities  


6.3. Processes must be in place across the recruitment team that records are created and 
maintained in an efficient and secure manner   
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6.4. Holds the responsibility for future direction, including selection and implementation, of 
systems and platforms relevant to delivery of recruitment activities.  


6.5. monitors and contributes to the drawing up of service budget including supporting work 
to deliver cost improvement savings  


7. Operating with Quality in everything you do and Maintaining a Safe Environment   


7.1. Ensuring processes in place and adhered to for team to meet relevant compliance 


requirements   


7.2. Ensuring that the team provide an excellent customer experience to all relevant 
customers   


8. To own the Trust’s candidate attraction plan including on and offline marketing, open 
days and recruitment events  


9. Works with systems and Group colleagues to deliver recruitment approaches that are 
aligned and draw synergy where appropriate  


10. Continue to develop the Trust’s approach to Values Based Recruitment and embedding 


Trust leadership behaviours in recruitment  


11. Ensure that effective assessment approaches are embedded into the recruitment 
approach of the Trust  


12. To maintain and develop Trust policies on recruitment and retention aligned to the 
Team’s activities.  


13. Ensure there is a training approach in place for key stakeholders in the recruitment 
process on best practice recruitment approaches and behaviours  


14. To take proactive steps to ensure that the Trust’s commitment to be an anti-racist 
organisation and to be representative of the communities it serves is embedded into 
recruitment approach.  


15. To promote and develop good working relations and effective communications between 
the resourcing team and its customers, responding to escalated complaints and 
championing initiatives for service development.  


16. To define and communicate highly complex agendas in a simple and effective manner 
including strategy and policy writing, and regular presentations. This can include 
complicated multi-stranded business cases to deliver change that include elements that 
are open to challenge and different interpretations.  


17. To negotiate with, persuade and influence a wide range of stakeholders, senior 
stakeholders, from Executive level to frontline, internally and externally 


18. Communicates very complex/sensitive information e.g. redeployment issues, workforce 
development strategies, deliver specialist training courses, on recruitment  


19. Presenting complex and sensitive information to support increasing the diversity of our 
workforce to large groups, workforce meetings and managing mixed and conflicting 
interests across the group.  


1. To give advice and support to managers across the organisation on recruitment including 
on candidate attraction/selection methodology.  


2. To analyse and interpret reports on recruitment resourcing activity and workforce metrics 
to  understand success criteria and delivery against agreed Service Level agreement.  


3. Analysis of Trust resourcing activities including taking action to target areas where demand 
is high, hot spots identified and other factors influencing supply.  


4. Requirement to use computer software to develop or create statistical reports requiring 
formulae to illustrate recruitment forecasts and team performance  


5. Work with the workforce information team to meet the Trust’s requirements for employee 
related information and to support data quality projects as required.  


6. Feedback/liaise as appropriate with HR colleagues to ensure communication of 
developments are shared in a timely manner across the organisation’s HR teams.   


7. To support any processes required in connections to external audit of the team’s processes 
and work.  
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8. Responsibility for developing policy and procedures relating to resourcing which impact across the 
organisation working jointly with other organisations to create a consistent approach; implements 
national policies and practices e.g. interpreting and mobilising NHS Employment checks into 


Trust procedures and policy. 
9. To act as DBS lead for the Trust to ensure the process is executed in line with 


legislation/guidance to ensure best practice at all times. To work with HR colleagues to 
manage DBS compliance across the Trust.  


10. To manage any project work that is within the remit of the resourcing team to deliver.  


11. Negotiation with services to support candidate attraction spend, costs associated with 
recruitment events etc. The HR Department does not hold a resourcing marketing budget 
of its own.  


12. Signing off of staff rosters, changes and expenses relating to the Resourcing team.   


13. Provide cover for Deputy Director of HR and OD as required  


 


 


KEY RESULTS AREAS:  


  


1. Accountable for overall performance of recruitment activities and the service level 
agreement.  


2. Monitors that quality/timeliness/compliance/customer experience measures for 
recruitment activities are met by team and implements processes to deliver any required 
remedial action.  


3. Delivery of successful candidate attraction and marketing strategies.  


4. Improving the Trust reputation and a place to work.  


5. Analysis of Trust resourcing activities including identifying hot spots to target and has 


suitable plans in place to address them.  


6. Manages processes and resources to ensure that recruitment inputting into NHS Jobs 
where required is achieved accurately and in a timely manner and implements processes 
to deliver any required remedial action.  


7. Develops reviews and amends processes and procedures to underpin the team in 
delivering its activities. Develops and implements Recruitment and DBS policies across 
the activities of the team.  


8. Manages any project work to deadlines required.  


9. Manages and reviews the service the team provides concerning first line resourcing 
queries and that effective communication takes place between the Resourcing Service 
and other HR teams.  


Demonstrates strong leadership behaviours, motivating team members to achieve objectives 


and providing training and support to team  
 


 


 


COMMUNICATION AND WORKING RELATIONSHIPS 


• Board Members 


• Other Directors and Senior Managers 


• Staff  


• Applicants  


• NHS Trusts 


• Local Authority colleagues, particularly Social Inclusion & Health 


• HEE  


• Commercial and other Partner Organisations 


• NHSE  


• HR Service Providers (Local & National) 
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• NHS Employers 


• ICS 


• ICC 


 


ENVIRONMENTAL FACTORS 
 


1. Physical Effort 
1.1. Combination of sitting, standing and walking.  Will need to attend meetings throughout 


the organisation which may mean sitting for long periods of time. 
2. Mental Effort 


2.1. Frequently works to tight deadlines 
2.2. Deals with complex situations requiring immediate response and creative solutions and 


materials 
2.3. Frequent requirement for concentration; unpredictable pattern 
2.4. Occasional requirement for intense concentration- developing long term plans, analysing 


complex data  
3. Emotional Effort 


Frequent requirement to deal with distressed individuals – e.g. complaints, interview feedback 
4. Frequent and significant resilience required to deal face to face with resistance to change at 


individual and group level often involving powerful and influential stakeholders 


5. Working Conditions 
5.1.  Predominantly office environment 


 


The job description is not exhaustive and will be reviewed in the light of changing needs and 
organisational development. Any changes will be discussed with the post holder who may be 
required to carry out the duties appropriate to the grade and scope of the post. 
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OUR LEADERSHIP BEHAVIOURS: IT STARTS WITH ME  
 


Our leadership behaviours framework set the standards of expectation we aspire to in our 
daily work. Meeting these standards and developing the capability to exceed them, will 
not only ensure that we continue to improve and respond flexibly to changing needs as 
an organisation, but will also help our staff to fulfil their potential, both in terms of personal 
achievement and career advancement.   
 
The behaviours we expect to see at LPT are:  
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ADDITIONAL INFORMATION 
The NHS is in a period of continuing change due to developments and rationalisation of 
services. This will lead to a modification of structures and job descriptions. The post holder 
will be expected to co-operate with changes, subject to consultation, at any time throughout 
the duration of their contract.  
 
MOBILITY 
The person specification for the role will detail the mobility requirements of the post.  
However, employees may be required to work at any of the other sites within the organisation 
subject to consultation.  
 
POLICIES AND PROCEDURES 
All staff should comply with the Trust’s Policies and Procedures.  It is the employee’s 
responsibility to ensure that they are aware of the relevant Policies and Procedures for their 
area of work.  Key Policies and Procedures will be explained as part of local induction 
arrangements 
 
SAFEGUARDING CHILDREN AND ADULTS 
The Trust takes the issues of Safeguarding Children and Adults, and addressing domestic 
violence very seriously.  All employees have a responsibility to support the Trust in its duties 
by adhering to all relevant national and local policies, procedures, practice guidance and 
professional codes; promptly reporting any concerns to the appropriate authority in line with 
safeguarding policy and guidance; attending mandatory training on Safeguarding children and 
adults; being familiar with individual and the Trust’s requirements under relevant legislation.   
 
MENTAL CAPACITY ACT 
All clinical staff will be aware of their responsibilities under the Mental capacity Act and will 
ensure that assessment for Deprivation of Liberty Safeguards is in place for any patient that 
is deemed to lack capacity to consent to their care and treatment. 
 
MAKING EVERY CONTACT COUNT 
All staff are positively encouraged to contribute to improving health for themselves, their patients, 
service users and colleagues. This happens when, in everyday contact, the opportunity is taken 
to raise the subject of choosing better health by stopping smoking, reducing alcohol intake, 
eating more healthily and becoming more active. The Trust’s Making Every Contact Count 
programme has further information.   
 
HEALTH AND SAFETY 
It is the duty of all employees of the Trust to ensure that a safe working environment and safe 
working practices are maintained at all times.  Any specific duties you are required to fulfil as 
part of the job you are employed to undertake will be detailed as part of your job description. 
All employees must comply with the duties imposed on them by the Health and Safety at Work 
Act 1974, i.e. 


• To take responsibility for the Health and Safety of themselves and of other persons 
who may be affected by their acts or omissions at work. 


• To co-operate with their employer as far as is necessary to meet the requirement of 
the legislation. 


• Not to intentionally or recklessly interfere with or misuse anything provided in the 
interest of health and safety or welfare 


These duties apply to all staff whenever and wherever they are engaged on Trust business. 
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DATA PROTECTION 
In line with national legislation, and the Trust’s policies, you must process all personal data 
fairly and lawfully and in a transparent way, for the specific, explicit and legitimate purpose(s) 
it was obtained and not disclosed in any way incompatible with such purpose(s) or to any 
unauthorised persons or organisations, unless a lawful exemption applies. 
The post holder must be familiar with and comply with all Trust Policies on Data Protection, 
Confidentiality and Information Security and requests for personal information. 
The post holder must be familiar with and comply with the General Data Protection Regulation 
and Data Protection Act 2018.  
 
Personal Data must be: 


• Processed lawfully, fairly and in a transparent manner 


• Collected for specified, explicit and legitimate purposes and not further processed in a 
manner that is incompatible with those purposes 


• Adequate, relevant and limited to what is necessary 


• Accurate and where necessary, kept up to date 


• Kept in a form which permits identification of data subjects for no longer that is 
necessary for the purposes which it is processed 


• Processed in manner that ensures appropriate security, including protection against 
unauthorised or unlawful processing and accidental loss, destruction or damage 
 


CONFIDENTIALITY 
The Trust attaches the greatest importance to patient confidentiality and to the confidentiality 
of personal health data, personal data and other data held and processed by the Trust.  All 
data should be treated as confidential and should only be disclosed on a need-to-know basis.   
 


Some data may be especially sensitive and is the subject of a specific organisation policy, 
including information relating to the diagnosis, treatment and/or care of patients and service 
users, as well as individual staff records.  Under no circumstances should any data be 
divulged or passed on to any third party who is not specifically authorised to receive such 
data.  In addition, staff must not access personal information unless authorised to do so as 
part of their role.  
 
Due to the importance that the organisation attaches to confidentiality, disciplinary action will 
be considered for any breach of confidentiality.  All members of staff are expected to comply 
with national legislation and local policy in respect of confidentiality and data protection. 
With the increased use of information technology and e-communications, staff should also be 
aware that safe guards are in place to protect the privacy of individuals when using these 
mechanism, both inside and outside of work. This includes the use of social media i.e. 
Facebook, Twitter, Snapchat etc. Where privacy is breached disciplinary action will be 
considered. 
 
All employees should be mindful of the seven Caldicott principles when dealing with person 
identifiable information. 
 


1. Justify the purposes of using confidential information 
2. Only use it when absolutely necessary 
3. Use the minimum that is required 
4. Access should be on a strict need to know basis 
5. Everyone must understand his or her responsibilities 
6. Understand and comply with the law 
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7. The duty to share information can be as important as the duty to protect patient 
confidentiality 
 


If there is any doubt whether or not someone has legitimate access to information, always 
check before you disclose. 
 
EQUALITY AND DIVERSITY 
We aim to design and provide services and employment practices that meet the diverse 
needs of our service users and staff, ensuring that none are placed at a disadvantage over 
others. You will be expected to take into account the provisions of the Equality Act 2010 to 
advancing equal opportunity. You must act in your role to ensure that no one receives less 
favourable treatment due to their protected characteristics i.e. age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 
belief, sex (gender) or sexual orientation. 
 
In carrying out its functions, you must have due regard to the different needs of different 
protected equality groups in their area. 
 
INFECTION CONTROL 
All employees have a responsibility to protect from infection themselves and other people, 
whether they be patients, other staff or visitors, as well as making all reasonable effort to 
reduce or prevent the risk of infection in their working environment. All staff have a duty to 
make themselves familiar with and comply with Infection Prevention and Control Policies and 
Procedures, carry out duties required by legislation such as the Health and social care Act 
2008 (updated 2015) (and subsequent legislation), and to attend mandatory training relating 
to infection prevention and control. 
 
COUNTER FRAUD 
Staff are expected to report any incidences of potential fraud to the Counter Fraud Helpline 
on 0800 028 40 60.  
SMOKING AT WORK 
The Trust has a “Smoke Free Policy”, which applies to: 


• All persons present in or on any of the Trust grounds and premises 


• All persons travelling in Trust owned vehicles (including lease cars) whilst on official 
business. 


• Privately owned vehicles parked on Trust grounds or when transporting Service Users, 
Visitors on official Trust business. 


• When wearing an NHS uniform.  
 
ELECTRONIC ROSTERING  
‘Our Electronic Rostering system is key to ensuring staff are in the right place with the right 
skills at the right time, to ensure we carry out this responsibility effectively; all LPT staff must 
adhere to the rostering standards and guidelines set out in the Electronic Rostering Policy, 
pertaining to their role’. 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Demonstrates a commitment to 
the Trust’s Values  


1.1 Compassion 
1.2 Trust 
1.3 Respect  
1.4 Integrity 


 
 
 
3 
3 
3 
3 


  
 
 


X 
X 
X 
X 


  


Qualifications (Equivalent 
qualifications will be 
considered where their 
equivalency can be 
demonstrated) 
 
2.1 Masters level or knowledge 
and expertise gained through in 
depth experience to Masters 
Level equivalent  
 
2.2 CIPD or equivalent CIPD 
accredited HR qualification (or 
equivalent level of knowledge 
gained through experience)  
 


 
 
 
 
 
 
3 
 
 
 
 
3 


 
 
 
 
 


 
X 
 
 
 
 


X  
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Knowledge and Skills 


3.1 Thorough understanding of 
current strategic agenda 
relating to the NHS 
 
3.2 Thorough understanding of 
current strategic and 
operational resourcing and 
recruitment issues within the 
NHS 
 
3.3 Sound understanding of 
relevant employment 
legislation 
 
3.4 Ability to project manage 
including manage project 
budgets and project teams 
 
3.5 Ability to manage the work 
performance and attendance of 
a team 
 
3.6 Good analytical skills and 
ability to interpret and report on 
highly complex data from a 
variety of sources 
 
3.7 Ability to define and 
communicate highly complex 
agendas in a simple and 
effective manner including 
strategy and policy writing, 
regular presentations.  
 
3.8 Ability to negotiate with, 
persuade and influence a wide 
range of stakeholders, senior 
stakeholders, from Executive 
level to frontline, internally and 
externally 
 
3.9 Excellent time management, 
budget management and 
organisational skills, with 
ability to meet tight deadlines 
 
3.10 Excellent oral and written 
communication and 
presentation skills Experience 
of successful leadership and 
driving organisational change 


 
 
3  
 
 
 
3 
 
 
 
 
 
3 
 
 
 
3 
 
 
 
3 
 
 
 
3 
 
 
 
 
3 
 
 
 
 
 
 
3 
 
 
 
 
 
 
3 
 
 
 
 
3 
 
 
 
 


 
 
X  
 
 
 
X 
 
 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 
 
X 
 
 
 
 
 
 
X 
 
 
 
 
 
 
X 
 
 
 
 
X 
 
 
 
 


 
 
X  
 
 
 
X 
 
 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 
 
X 
 
 
 
 
 
 
X 
 
 
 
 
 
 
X 
 
 
 
 
X 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


3.11 Good IT skills, particularly 
in relation to Microsoft Office 
packages 
 


3 
 


X 
 


X 
 


Experience (both work and ‘life’ 
related)   
 
4.1 Experience of providing 
senior level Resourcing advice 
in the NHS or similar large 
complex employer 
 
4.2 Experience of developing 
and implementing Resourcing 
related strategies to meet 
organisational needs 
 
4.3 Proven experience of 
strategic thinking and 
development of long term 
strategic approaches 
 
4.4 Experience of successful 
leadership  
 
4.5 Experience of influencing 
decisions at a senior level 
 
4.6 Proven experience of 
innovation and successful 
change / project management 
 
4.7 Experience of researching, 
developing and writing plans, 
policies and procedures. 
 
4.8 Experience of managing a 
team of HR professionals and 
people and a track record of 
leading the team to deliver a 
high performing service 


 
 
 
3 
 
 
 
 
3 
 
 
 
 
3 
 
 
 
 
3 
 
 
3 
 
 
3 
 
 
 
3 
 
 
 
3 
 
 
 
 


 
 
 
X 
 
 
 
 
X 
 
 
 
 
X 
 
 
 
 
X 
 
 
X 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 


 


 
 
 
X 
 
 
 
 
X 
 
 
 
 
X 
 
 
 
 
X 
 
 
X 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
 


 


  


Personal Attributes 
 
5.1Ability to work under 
pressure and to meet deadlines 
whilst maintaining a high 


 
 
3 
 
 
 


 
 
X 
 
 
 


 
 
X 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 


Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


quality of work, dealing with 
competing priorities 
 
5.2 Ability to act as catalyst for 
change, encouraging 
innovation and creativity in 
resourcing approaches  
 
5.3 Ability to prioritise and 
quickly identify the core issues 
in a situation 
 
5.4 Ability to set high standards 
for self and others to deliver 
service priorities 
 
5.5  Commitment to own 
personal development 
 
5.6 Emotionally resilient to 
competing demands within the 
organisation and local health 
economy 
 


 
 
 
3 
 
 
 
 
3 
 
 
 
3 
 
 
 
3 
 
 
3 
 


 
 
 
X 
 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
X 


 


 
 
 
X 
 
 
 
 
X 
 
 
 
X 
 
 
 
X 
 
 
X 


 


Standard Requirements 


Commitment to Equality & Valuing 
Diversity Principles 
 
Understanding of Confidentiality & 
Data Protection 
 
Understanding of the service 
users of the Trust (which  could 
include lived experience of 
conditions the Trust deals with or 
of receiving services relevant to 
those the Trust provides) 
 


 
 


3 
 
 


3 
 
 


3 


 
 


X 
 
 


X 
 
 


X 


 
 


X 
 
 


X 
 
 


X 


  


Mobility  
Own transport or suitable 
alternative. Dependence on public 
transport is not suitable for this 
role 


3  
You must demonstrate how you 
would meet the stated mobility 
requirement on your application form 


 






_1796814664.pdf


 


 


JOB DESCRIPTION AND 
PERSON SPECIFICATION FOR 


Resourcing and Candidate Attraction Officer 


AGENDA FOR CHANGE BAND 3 
HOURS AND DURATION As specified in the job advertisement and the 


Contract of Employment 
AGENDA FOR CHANGE 
REFERENCE NUMBER 


2762  


DBS  LEVEL None  
REPORTS TO 
 


HR Lead  


ACCOUNTABLE TO 
 


Head of Employment Services  


LOCATION The post holder will initially be based at the location 
specified in the job advertisement and the Contract of 
Employment.  However, the Trust reserves the right, 
with consultation, to relocate post holders to any base 
within the Trust in line with service requirements. 
 


JOB SUMMARY   
To proactively manage the attraction and recruitment processes to maximise LPT’s opportunities for 
filling vacancies.  
 
Working on own initiative to provide a proactive excellent recruitment service to internal managers 
and external/internal applicants through following agreed processes and timescales. To achieve this 
through exercising ownership of recruitment activities for an area. This includes dealing with the 
following items in line with the agreed service level agreement  
 
• Actively managing candidate attraction including working with and advising managers to 


produce attraction activities such as adverts, videos/interviews/social media etc.  
• Deploying other candidate attraction approaches, proactively sourcing candidates from the job 


market.  
• managing co-ordination of selection activities  
• delivering all aspects of pre-employment checks  
• having ownership of successful applicants through to dealing with related starter processes such 


as booking on induction and occupational health processes.  
• having an ongoing recruitment and attraction plan to ensure that there is a candidate pipeline  


 
These activities need to be performed in line with legal and Trust guidelines, and be auditable both 
through accurate electronic and manual recording of information.  
 
Recruitment is extremely deadline driven and activity in the Trust typically high, resulting in high 
workloads for the team. Team members need to be able to operate autonomously to identify relevant 
approaches to attract candidates, and follow through processes to meet deadlines and exercise own 
judgement to deal with issues that arise. 
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MAIN DUTIES AND RESPONSIBILITIES:  


 
1. To demonstrate the Trust’s values  in everything you do in the work environment  
2. To be responsible in the use and expenditure of the Trust’s resources that you utilise  
3. Continuing Education, Professional and Personal Development 


3.1. Undertake the Trust’s corporate and local induction, and maintain your learning and 
compliance with training requirements for your role  


3.2. Participate in supervision via agreed review and appraisal mechanisms   
4. Management and use of Resources and Information 


4.1. All records that the role is responsible for or modifies must be kept up to date and 
maintained in an accurate and diligent manner  


5. Operating with Quality in everything you do and Maintaining a Safe Environment  
6. Own the recruitment and attraction for an area of the organisation. This includes 


understanding from available data where vacancies are, working with managers at 
different levels to ensure appropriate attraction activities take place. You will own the 
recruitment for an area/specialism, and will be expected to operate under your own 
initiative to employ all relevant attraction approaches, and to make them happen for your 
area.  


7. The key focus of this role is about helping managers fill jobs through finding candidates 
and getting them through recruitment checking process robustly and efficiently.   


8. You will need to be able to self-manage your workload to progress recruitment effectively 
for your area, and operate with a degree of autonomy to achieve this. You will be 
required to act independently within team processes and guidelines, deciding when it is 
necessary to refer to your manager.  


9. The job holder will need to evolve attraction approaches and be constantly working to 
identify new ways to tap into available candidate sources, keeping up to date with 
recruitment industry trends such as the use of social media as a way of attracting 
candidates. During the course of a recruitment campaign, revisiting number of 
applications received and actively adjusting plans to give the best chance of recruiting, 
e.g. increasing spend on social media adverts if candidate numbers are low.  


10. Carrying out video conference training to small numbers of recruiting managers on 
attraction and recruitment processes to enable them to understand how to deploy them 
effectively  


11. Analysing data on vacancy numbers, bank usage, turnover data and workforce 
demographics to understand where recruitment activity is required and help managers 
forward plan this considering different approaches and options. Data can be complex 
and made up of different aspects, e.g. there may be reasons other than vacancies that 
result in bank workers being deployed, and the post holder will need to evaluate the data 
to make the right recruitment decisions.  


12. To analyse previous adverts and media used to understand return on investment of 
candidate attraction to ensure that money is well spent. Learning from what has been 
done previously to enhance future approach.  


13. Working proactively across your area and with team colleagues to make the most of all 
relevant applications, and convert as many as possible into job offers. This may involve 
rethinking processes such as for hard to find staff groups, working in flexible ways to 
connect available applicants to other vacancies.  


14. Engaging with recruiting managers to ensure that selection activities such as shortlisting 
and interviewing take place in a timely manner, that these are planned in advance, but 
also that plans are adjusted to maximise on applications that are received. There may be 
conflicting demands on managers time to carry out recruitment task. You will also need 
to manage recruitment campaigns so that their timelines do not conflict where this can 
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be avoided and to avoid bottlenecks in the recruitment process. .  
15. Helps maintain Trust redeployment registers and circulates roles to staff requiring 


redeployment as part of recruitment process  
16. In liaison with recruiting managers ensure all pre-employment checks are completed in 


line with Trust, NHS and legal requirements. This includes processing Disclosure Baring 
Service checks, administering occupational health processes, ensuring entitlement to 
work and professional registrations are appropriate and documented. The post holder 
will need to understand the legal and safeguarding responsibilities that accompany the 
completion of such checks and be able to advise recruiting managers about areas where 
decisions need to be made.  


17. Ensures that information gathered through the recruitment process is correctly recorded 
on both manual and electronic staff records including accurate filing/archiving/disposal of 
related documentation in a timely manner.  


18. Ensure that correct information is gathered through the recruitment process to enable the 
correct administration of employee benefits for new starters, such as confirming previous 
service dates, and preparing contracts and starter paperwork.  


19. Follow agreed processes concerning employee inductions and other associated 
onboarding activities including issue of smartcards, ID badges, IT systems set up to 
ensure they are in place on day 1 of an employee starting with LPT. Being an authorised 
signatory for payroll and making sure that staff are paid on time. Attending induction. 
Remaining connected to them during their first 90 days to help resolve any issues and 
aid retention  


20.  Undertaking all required administration processes to support all of the above duties, and 
any other duties commensurate with the post and grade.  


21. Working flexibly to react to changes in environmental factors such as pandemics, 
significant organisational changes or labour market adjustments which may require 
significant changes to approaches, working practices and processes. You will be 
expected to actively participate in process redesign and delivery at such times.  
 


COMMUNICATION AND WORKING RELATIONSHIPS  
 
This post will require excellent communication and organisational skills to provide a suitable 
level of service to all parties. This may require assertiveness and initiative in communication 
to meet your objectives, e.g. in securing return of references in required time. You will need 
to be persuasive to work with recruiting managers to convince them of the value of current 
candidate attraction approaches and to get them to engage appropriately, this may involve 
tact and overcoming barriers and working to embed new ways of working for them.  
 
The post will involve dealing with phone calls from a range of different parties which must be 
handled in a professional, pleasant and tactful manner ensuring messages are accurate and 
passed to correct recipient in line with department processes. Team members are expected 
to own a customer query until it is resolved.  
 
Internal Relationships  


• Employees  
• HR Colleagues  
• Finance Directorate  
• Organisational Managers  


 
External Relationships  


• Applicants  
• Referees  
• Payroll provider  
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• Other NHS Organisations  
• ESR Special Interest Groups  
• System Suppliers, i.e. DBS Agency, NHS Jobs  
• UKBA  
• Pensions suppliers  
• Occupational Health  
• HIS for smartcards 


 
 
 
ENVIRONMENTAL FACTORS 


 
22. Physical Effort 
The role will involve sitting at a computer for large parts of the working time. There will also 
be a requirement to receive visitors to the department and meet with applicants to 
administer recruitment checks. There may be a requirement to exert light physical effort for 
short periods, e.g. moving boxes of archived files.  
 
23. Mental Effort  
The role requires concentration to ensure what you are producing is of the required 
standard, and an ability to complete routine work whilst also dealing with regular 
interruptions such as managers or candidates calling for updates.  


 
24. Emotional Effort  
Exposure to distressing or emotional circumstances is rare  


 
25. Working Conditions 
Requirement to use ICT equipment on a daily basis. Some travel to other sites required on 
occasion.  


  


 


The job description is not exhaustive and will be reviewed in the light of changing needs and 
organisational development. Any changes will be discussed with the post holder who may 
be required to carry out the duties appropriate to the grade and scope of the post. 
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OUR LEADERSHIP BEHAVIOURS: IT STARTS WITH ME 
 
Our leadership behaviours framework set the standards of expectation we aspire to in our 
daily work. Meeting these standards and developing the capability to exceed them, will not 
only ensure that we continue to improve and respond flexibly to changing needs as an 
organisation, but will also help our staff to fulfil their potential, both in terms of personal 
achievement and career advancement.  
 
The behaviours we expect to see at LPT are: 
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ADDITIONAL INFORMATION 
The NHS is in a period of continuing change due to developments and rationalisation of 
services. This will lead to a modification of structures and job descriptions. The post holder 
will be expected to co-operate with changes, subject to consultation, at any time throughout 
the duration of their contract.  
 
MOBILITY 
The person specification for the role will detail the mobility requirements of the post.  
However, employees may be required to work at any of the other sites within the 
organisation subject to consultation.  
 
POLICIES AND PROCEDURES 
All staff should comply with the Trust’s Policies and Procedures.  It is the employee’s 
responsibility to ensure that they are aware of the relevant Policies and Procedures for their 
area of work.  Key Policies and Procedures will be explained as part of local induction 
arrangements 
 
SAFEGUARDING CHILDREN AND ADULTS 
The Trust takes the issues of Safeguarding Children and Adults, and addressing domestic 
violence very seriously.  All employees have a responsibility to support the Trust in its duties 
by adhering to all relevant national and local policies, procedures, practice guidance and 
professional codes; promptly reporting any concerns to the appropriate authority in line with 
safeguarding policy and guidance; attending mandatory training on Safeguarding children 
and adults; being familiar with individual and the Trust’s requirements under relevant 
legislation.   
 
MENTAL CAPACITY ACT 
All clinical staff will be aware of their responsibilities under the Mental capacity Act and will 
ensure that assessment for Deprivation of Liberty Safeguards is in place for any patient that 
is deemed to lack capacity to consent to their care and treatment. 
 
MAKING EVERY CONTACT COUNT 
All staff are positively encouraged to contribute to improving health for themselves, their 
patients, service users and colleagues. This happens when, in everyday contact, the 
opportunity is taken to raise the subject of choosing better health by stopping smoking, 
reducing alcohol intake, eating more healthily and becoming more active. The Trust’s Making 
Every Contact Count programme has further information.   
 
HEALTH AND SAFETY 
It is the duty of all employees of the Trust to ensure that a safe working environment and 
safe working practices are maintained at all times.  Any specific duties you are required to 
fulfil as part of the job you are employed to undertake will be detailed as part of your job 
description. 
All employees must comply with the duties imposed on them by the Health and Safety at 
Work Act 1974, i.e. 


• To take responsibility for the Health and Safety of themselves and of other persons 
who may be affected by their acts or omissions at work. 


• To co-operate with their employer as far as is necessary to meet the requirement of 
the legislation. 


• Not to intentionally or recklessly interfere with or misuse anything provided in the 
interest of health and safety or welfare 
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These duties apply to all staff whenever and wherever they are engaged on Trust business. 
 
DATA PROTECTION 
In line with national legislation, and the Trust’s policies, you must process all personal data 
fairly and lawfully and in a transparent way, for the specific, explicit and legitimate 
purpose(s) it was obtained and not disclosed in any way incompatible with such purpose(s) 
or to any unauthorised persons or organisations, unless a lawful exemption applies. 
The post holder must be familiar with and comply with the all Trust Policies on Data 
Protection, Confidentiality and Information Security and requests for personal information. 
The post holder must be familiar with and comply with the General Data Protection 
Regulation and Data Protection Act 2018.  
 
Personal Data must be: 


• Processed lawfully, fairly and in a transparent manner 
• Collected for specified, explicit and legitimate purposes and not further processed in 


a manner that is incompatible with those purposes 
• Adequate, relevant and limited to what is necessary 
• Accurate and where necessary, kept up-to-date 
• Kept in a form which permits identification of data subjects for no longer that is 


necessary for the purposes which it is processed 
• Processed in manner that ensures appropriate security, including protection against 


unauthorised or unlawful processing and accidental loss, destruction or damage 
 


CONFIDENTIALITY 
The Trust attaches the greatest importance to patient confidentiality and to the 
confidentiality of personal health data, personal data and other data held and processed by 
the Trust.  All data should be treated as confidential and should only be disclosed on a 
need-to-know basis.   
 
Some data may be especially sensitive and is the subject of a specific organisation policy, 
including information relating to the diagnosis, treatment and/or care of patients and service 
users, as well as individual staff records.  Under no circumstances should any data be 
divulged or passed on to any third party who is not specifically authorised to receive such 
data.  In addition, staff must not access personal information unless authorised to do so as 
part of their role.  
 
Due to the importance that the organisation attaches to confidentiality, disciplinary action will 
be considered for any breach of confidentiality.  All members of staff are expected to comply 
with national legislation and local policy in respect of confidentiality and data protection. 
With the increased use of information technology and e-communications, staff should also 
be aware that safe guards are in place to protect the privacy of individuals when using these 
mechanisms, both inside and outside of work. This includes the use of social media i.e. 
Facebook, Twitter, Snapchat etc. Where privacy is breached disciplinary action will be 
considered. 
 
All employees should be mindful of the seven Caldicott principles when dealing with person 
identifiable information. 
 


1. Justify the purposes of using confidential information 
2. Only use it when absolutely necessary 
3. Use the minimum that is required 
4. Access should be on a strict need to know basis 
5. Everyone must understand his or her responsibilities 
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6. Understand and comply with the law 
7. The duty to share information can be as important as the duty to protect patient 


confidentiality 
 


If there is any doubt whether or not someone has legitimate access to information, always 
check before you disclose. 
 
EQUALITY AND DIVERSITY 
We aim to design and provide services and employment practices that meet the diverse 
needs of our service users and staff, ensuring that none are placed at a disadvantage over 
others. You will be expected to take into account the provisions of the Equality Act 2010 to 
advancing equal opportunity. You must to act in your role to ensure that no one receives 
less favourable treatment due to their protected characteristics i.e. age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 
belief, sex (gender) or sexual orientation. 
 
In carrying out its functions, you must have due regard to the different needs of different 
protected equality groups in their area. 
 
INFECTION CONTROL 
All employees have a responsibility to protect from infection themselves and other people, 
whether they be patients, other staff or visitors, as well as making all reasonable effort to 
reduce or prevent the risk of infection in their working environment. All staff have a duty to 
make themselves familiar with and comply with Infection Prevention and Control Policies 
and Procedures, carry out duties required by legislation such as the Health and social care 
Act 2008 (updated 2015) (and subsequent legislation), and to attend mandatory training 
relating to infection prevention and control. 
 
COUNTER FRAUD 
Staff are expected to report any incidences of potential fraud to the Counter Fraud Helpline 
on 0800 028 40 60.  
SMOKING AT WORK 
The Trust has a “Smoke Free Policy”, which applies to: 


• All persons present in or on any of the Trust grounds and premises 
• All persons travelling in Trust owned vehicles (including lease cars) whilst on official 


business. 
• Privately owned vehicles parked on Trust grounds or when transporting Service 


Users, Visitors on official Trust business. 
• When wearing an NHS uniform.  


 
ELECTRONIC ROSTERING  
‘Our Electronic Rostering system is key to ensuring staff are in the right place with the right 
skills at the right time, to ensure we carry out this responsibility effectively; all LPT staff must 
adhere to the rostering standards and guidelines set out in the Electronic Rostering Policy, 
pertaining to their role’. 
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Person Specification 


Selection Criteria: 
 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Demonstrates a commitment to 
the Trust’s Values  


1.1 Compassion 
1.2 Trust 
1.3 Respect  
1.4 Integrity 


 
 
 


3 
3 
3 
3 


  
 
 
x 
x 
x 
x 


  


Qualifications (Equivalent 
qualifications will be 
considered where their 
equivalency can be 
demonstrated) 
 
2.1 GCSE English and Maths 
(Grades A to C) or equivalent  
2.2 Hold or be working towards 
European Computer Driving 
License or equivalent 
2.3 Hold or work towards relevant 
recruitment qualification such as 
Level 2 Certificate in Recruitment 
Resourcing 
 


 
 
 
 
 
 


3 
 


3 
 
 


3 


 
 
 
 
 
 
x 
 
x 
 
 
x 


 
 
 
 
 
 
x 
 
x 


  


Knowledge and Skills 


3.1 Demonstrate effective 
computer skills for data input and 
retrieval of information  
3.2 Experience of using Microsoft 
Word, Excel and Access or 
equivalents  
3.3 Experience of using web 
based communications and email  
3.4 Ability to create and amend 
documents/letters  
3.5 Ability to record information 
on spreadsheets and databases 
and to produce standard reports 
generated from this data  
 


 
 


3 
 
 


3 
 
 


3 
 


3 
 


3 


 
 
x 
 
 
x 
 
 
x 
 
x 
 
x 


 
 
 
 
 
x 
 
 
x 
 
 
 
 


 
 
x 
 
 
x 
 
 
 
 
x 
 
x 


 


Experience (both work and 
‘life’ related)   
 
4.1 Full range of basic recent 
experience of working in busy 
office environment  


 
 
 


3 
 
 


 
 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


 
4.2 Some experience within a 
complex organisation  
 


 
1 


 
x 


Personal Attributes 
 
5.1 self motivated  
5.2 ability to work on regular 
basis with minimal supervision  
5.3 ability to work as part of a 
team  
5.4 shows enthusiasm and 
commitment to predominately 
administrative role  
5.5 willing to develop 
understanding of how team’s 
processes fit into wider HR and 
legal agenda  
5.6 sound communication skills 
including tact, diplomacy, 
negotiation and persuasion skills  
5.7 ability to demonstrate and 
explain work processes to 
customers and colleagues  
5.8 demonstrate a professional 
customer focused approach  
5.9 demonstrates assertiveness 
and ability to resolve issues 
within limits of own authority  
5.10 can demonstrate creative 
thinking and ability to promote 
ideas in ways that are engaging 
for others 
5.11 social media aware  
 


 
 


3 
3 
 


3 
 


3 
 
 


3 
 
 
 


3 
 
 


3 
 
 


3 
 
 


3 
 
 


3 
 
 


3 


  
 
x 
x 
 
x 
 
x 
 
 
x 
 
 
 
x 
 
 
x 
 
 
x 
 
 
x 
 
 
x 
 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Standard Requirements 


Commitment to Equality & 
Valuing Diversity Principles 
 
Understanding of Confidentiality 
& Data Protection 
 
Understanding of the service 
users of the Trust (which  could 
include lived experience of 
conditions the Trust deals with or 
of receiving services relevant to 
those the Trust provides) 
 


 
 


3 
 
 


3 
 
 


3 


 
 
x 
 
 
x 
 
 
x 


 
 
x 
 
 
x 
 
 
x 


  


Mobility  
own transport or suitable 
alternative. Dependence on 
public transport is not suitable for 
this role 


3  
You must demonstrate how you 
would meet the stated mobility 
requirement on your application form 


 





		ADDITIONAL INFORMATION

		The NHS is in a period of continuing change due to developments and rationalisation of services. This will lead to a modification of structures and job descriptions. The post holder will be expected to co-operate with changes, subject to consultation,...

		MOBILITY

		The person specification for the role will detail the mobility requirements of the post.

		However, employees may be required to work at any of the other sites within the organisation subject to consultation.

		POLICIES AND PROCEDURES

		All staff are positively encouraged to contribute to improving health for themselves, their patients, service users and colleagues. This happens when, in everyday contact, the opportunity is taken to raise the subject of choosing better health by stopping smoking, reducing alcohol intake, eating more healthily and becoming more active. The Trust’s Making Every Contact Count programme has further information.  

		DATA PROTECTION

		EQUALITY AND DIVERSITY

		SMOKING AT WORK

		Demonstrates a commitment to the Trust’s Values 

		Knowledge and Skills

		Standard Requirements
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JOB DESCRIPTION AND 
PERSON SPECIFICATION FOR 


HR Lead – Employee Resourcing 


AGENDA FOR CHANGE BAND Band 4 
HOURS AND DURATION As specified in the job advertisement and the 


Contract of Employment 
AGENDA FOR CHANGE 
REFERENCE NUMBER 


2252 


DBS  LEVEL None Required  
REPORTS TO 
 


Resourcing Manager – Employee Resourcing  


ACCOUNTABLE TO 
 


Head of Employment Services 


LOCATION The post holder will initially be based at the location 
specified in the job advertisement and the Contract of 
Employment.  However, the Trust reserves the right, 
with consultation, to relocate post holders to any base 
within the Trust in line with service requirements. 
 


JOB SUMMARY   
This is a key role of the Human Resources Department (HR). The focus of this role is: 


• Responsible for divisional client relationship for all recruitment activity, including 
managing SLA, co-ordinating recruitment assessment centres, involved in 
development and implementation of Values Based Recruitment 


• In conjunction with Learning and Development, implement cohort based 
recruitment model for substantive and bank Healthcare Support Workers 


• Day to day management of Recruitment Administrators 
• Deliver recruitment and selection training 
• Responsible for checking and signing off recruitment files in line with NHS 


Employment Standards and Trust Policy. 
• Supporting managers to access processes the Employee Resourcing Team 


delivers 
• Ensuring legislative compliance with measures such as migrant worker checks, 


information governance and other requirements where the Trust has statutory HR 
related responsibilities Providing excellent customer service and advice with 
regards to queries from employees, managers and third parties 


   
 
 
MAIN DUTIES AND RESPONSIBILITIES: 


 
1. To demonstrate the Trust’s values  in everything you do in the work environment and live 


up the LPT Pledge 
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2. To be responsible in the use and expenditure of the Trust’s resources that you utilise  
3. Delivery of Effective Healthcare within the organisation 


3.1.  
4. Establishing Effective Leadership and Communication  


4.1.  
5. Continuing Education, Professional and Personal Development 


5.1. Undertake the Trust’s corporate and local induction, and maintain your learning and 
compliance with training requirements for your role  


5.2. Participate in supervision via agreed review and appraisal mechanisms   
5.3. It is mandatory for all professionally qualified staff and clinical support staff to actively 


participate in clinical supervision as an integral part of their professional 
development. 


6. Clinical Governance, Reduction of Risk, Audit and Research 
7. Management and use of Resources and Information 


7.1. All records that the role is responsible for or modifies must be kept up to date and 
maintained in an accurate and diligent manner  


8. Operating with Quality in everything you do and Maintaining a Safe Environment  
9.  To provide day to day management of staff within the Team, including 1 to 1s, 


appraisals, annual leave recording, return to work interviews, acting as appointment 
panel member, ensuring that appropriate training is delivered to staff, reviewing work 
performance and progress against SLAs, work allocation and checking and appropriate 
staff performance management with support of the HR Manager – Employee Resourcing 
where required. 


10. Responsible for divisional client relationship for all recruitment activity, including 
managing SLA, co-ordinating recruitment assessment centres, involved in development 
and implementation of Values Based Recruitment. This involves detailed planning. 


11. In conjunction with Learning and Development, implement cohort based recruitment 
model for substantive and bank Healthcare Support Workers 


12. Supporting managers to access processes the Employee Resourcing Team delivers 
13. Ensuring legislative compliance with measures such as migrant worker checks, 


information governance and other requirements where the Trust has statutory HR 
related responsibilities through analysis. Providing excellent customer service and 
advice with regards to queries from employees, managers and third parties 


14. Act as a focal point for escalated queries the department, handling enquiries from 
both internal and external sources in person, by telephone, email or correspondence. 
Analysing the information provided, determining the appropriate course of action and 
communicating this as appropriate. 


15. Ensure processes relating to DBS (re) check for new employees are effectively carried 
out 


16. Participating in Agenda for Change matching panels as a trained panel member in order 
to band new jobs. 


17. Ensuring the Employee Resourcing Team responsibility are fulfilled with regards to the 
redeployment processes 


18. Review the recruitment service level agreement to provide timely support colleagues 
where service levels are approaching being breached. 


19. Monitor the recruitment process to support quality compliance through signing off 
completed recruitment files in line with NHS Employment Standards and Trust policy. 


20. Be responsible for the checking and issue of Honorary Contracts for area. 
21. In conjunction with the recruitment team ensure recruitment activity for the area is kept 


up to date. 
22. Organise and attend events to support the Team’s objectives, ie Induction, Recruitment 


Fairs, Open Days etc. 
23. Utilising Social media to enhance recruitment activities, such as face book, you tube 
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campaigns, Twitter, recruitment fairs and events. 
24. To be responsible for assessing eligibility, and processing initials stages of 


Resettlement applications. 
25. Proposing and implementing innovative financial incentives for candidate attraction. 
26. Apply for and check work permits/sponsor licence, ensuring the uploading of 


information onto ESR. 
27. Ensure that correct information is gathered through the recruitment process to enable 


the correct administration of employee benefits for new starters, such as confirming 
previous service dates 


28. Prepare and administer applications for Registration Authority (Smartcards). 
29. Drafting employment contracts for checking and sign off by other team members 
30. Delivering training on all aspects of Recruitment and Selection and other processes that 


the Employee Resourcing Team is involved in to both groups and on an individual 
basis to managers, other employees and team members. 


31. To work in conjunction with the Employee Services Leads to ensure that timely 
information is passed to the Employee Services Team in relation to payroll. 


32. Be an authorised signatory for payroll 
33. Involvement in proactive data quality audits to identify and take remedial action 


concerning missing data relating to the work that the team carries out 
34. Complete all National Statistical data requests as required by external bodies. 
35. Be a point of contact for managers, staff and the public, dealing with queries or re-


directing as appropriate. 
36. Supporting and involvement in projects as necessary 
37. To development content and write appropriate e-learning packages. 
38. To work with the Candidate Attraction Lead to promote more effective recruitment 
39. Participate in activities to improve service provision and development and to make 


the services of the team both more customer friendly and easier to access 
40. Any other duties commensurate with the post and grade. 
 
COMMUNICATION AND WORKING RELATIONSHIPS 
 
This post will require excellent communication and organisational skills to provide a 
suitable level of service to all parties. This may require assertiveness and initiative in 
communication to meet your objectives, e.g. in securing return of references in required 
time. 


 
The post will involve dealing with phone calls from a range of different parties which must 
be handled in a professional, pleasant and tactful manner ensuring messages are 
accurate and passed to correct recipient in line with department processes. 


 
Key parties include:  


        Internal Relationships 


• HR Colleagues 
• Finance Directorate 
• Organisational Managers and staff 


External Relationships 


• Applicants 
• SBS Pay Services 
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• Other NHS Organisations 
• ESR Special Interest Groups 
• Department of Health 
• National Statistics 
• System Suppliers, i.e. DBS Agency, NHS Jobs 
• Referees 
• Occupational health 
• Attend meetings and provide information and advice as required 


 
 
ENVIRONMENTAL FACTORS 


 
41. Physical Effort 


41.1. The role will involve sitting at a computer for large parts of the working time. 
There will also be a requirement to receive visitors to the department and meet with 
applicants to administer recruitment checks. There may be a requirement to exert 
light physical effort for short periods, e.g. moving boxes of archived files. 


42. Mental Effort 
42.1. Some tasks will involve prolonged periods of concentration, whilst there will 


also be a requirement to react to changing priorities e.g. around need to support 
Advisory team on employee relations issues. 


43. Emotional Effort 
43.1. The role will involve exposure to imparting unwelcome news to employees e.g. 


regarding pay issues, outcomes of redeployment interviews etc. 
44. Working Conditions 


44.1. Requirement to use ICT equipment on a daily basis. Some travel to other sites 
required on occasion  


 
 
The job description is not exhaustive and will be reviewed in the light of changing needs and 
organisational development. Any changes will be discussed with the post holder who may 
be required to carry out the duties appropriate to the grade and scope of the post. 
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OUR LEADERSHIP BEHAVIOURS: IT STARTS WITH ME 
 
Our leadership behaviours framework set the standards of expectation we aspire to in our 
daily work. Meeting these standards and developing the capability to exceed them, will not 
only ensure that we continue to improve and respond flexibly to changing needs as an 
organisation, but will also help our staff to fulfil their potential, both in terms of personal 
achievement and career advancement.  
 
The behaviours we expect to see at LPT are: 
 


 
 
 
ADDITIONAL INFORMATION 
The NHS is in a period of continuing change due to developments and rationalisation of 
services. This will lead to a modification of structures and job descriptions. The post holder 
will be expected to co-operate with changes, subject to consultation, at any time throughout 
the duration of their contract.  
 
MOBILITY 
The person specification for the role will detail the mobility requirements of the post.  
However, employees may be required to work at any of the other sites within the 
organisation subject to consultation.  
 
POLICIES AND PROCEDURES 
All staff should comply with the Trust’s Policies and Procedures.  It is the employee’s 
responsibility to ensure that they are aware of the relevant Policies and Procedures for their 
area of work.  Key Policies and Procedures will be explained as part of local induction 
arrangements 
 
SAFEGUARDING CHILDREN AND ADULTS 
The Trust takes the issues of Safeguarding Children and Adults, and addressing domestic 
violence very seriously.  All employees have a responsibility to support the Trust in its duties 







 


 
Page 6 of 12 


by adhering to all relevant national and local policies, procedures, practice guidance and 
professional codes; promptly reporting any concerns to the appropriate authority in line with 
safeguarding policy and guidance; attending mandatory training on Safeguarding children 
and adults; being familiar with individual and the Trust’s requirements under relevant 
legislation.   
 
MENTAL CAPACITY ACT 
All clinical staff will be aware of their responsibilities under the Mental capacity Act and will 
ensure that assessment for Deprivation of Liberty Safeguards is in place for any patient that 
is deemed to lack capacity to consent to their care and treatment. 
 
MAKING EVERY CONTACT COUNT 
All staff are positively encouraged to contribute to improving health for themselves, their 
patients, service users and colleagues. This happens when, in everyday contact, the 
opportunity is taken to raise the subject of choosing better health by stopping smoking, 
reducing alcohol intake, eating more healthily and becoming more active. The Trust’s Making 
Every Contact Count programme has further information.   
 
HEALTH AND SAFETY 
It is the duty of all employees of the Trust to ensure that a safe working environment and 
safe working practices are maintained at all times.  Any specific duties you are required to 
fulfil as part of the job you are employed to undertake will be detailed as part of your job 
description. 
All employees must comply with the duties imposed on them by the Health and Safety at 
Work Act 1974, i.e. 


• To take responsibility for the Health and Safety of themselves and of other persons 
who may be affected by their acts or omissions at work. 


• To co-operate with their employer as far as is necessary to meet the requirement of 
the legislation. 


• Not to intentionally or recklessly interfere with or misuse anything provided in the 
interest of health and safety or welfare 


These duties apply to all staff whenever and wherever they are engaged on Trust business. 
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DATA PROTECTION 
In line with national legislation, and the Trust’s policies, you must process all personal data 
fairly and lawfully and in a transparent way, for the specific, explicit and legitimate 
purpose(s) it was obtained and not disclosed in any way incompatible with such purpose(s) 
or to any unauthorised persons or organisations, unless a lawful exemption applies. 
The post holder must be familiar with and comply with the all Trust Policies on Data 
Protection, Confidentiality and Information Security and requests for personal information. 
The post holder must be familiar with and comply with the General Data Protection 
Regulation and Data Protection Act 2018.  
 
Personal Data must be: 


• Processed lawfully, fairly and in a transparent manner 
• Collected for specified, explicit and legitimate purposes and not further processed in 


a manner that is incompatible with those purposes 
• Adequate, relevant and limited to what is necessary 
• Accurate and where necessary, kept up-to-date 
• Kept in a form which permits identification of data subjects for no longer that is 


necessary for the purposes which it is processed 
• Processed in manner that ensures appropriate security, including protection against 


unauthorised or unlawful processing and accidental loss, destruction or damage 
 


CONFIDENTIALITY 
The Trust attaches the greatest importance to patient confidentiality and to the 
confidentiality of personal health data, personal data and other data held and processed by 
the Trust.  All data should be treated as confidential and should only be disclosed on a 
need-to-know basis.   
 
Some data may be especially sensitive and is the subject of a specific organisation policy, 
including information relating to the diagnosis, treatment and/or care of patients and service 
users, as well as individual staff records.  Under no circumstances should any data be 
divulged or passed on to any third party who is not specifically authorised to receive such 
data.  In addition, staff must not access personal information unless authorised to do so as 
part of their role.  
 
Due to the importance that the organisation attaches to confidentiality, disciplinary action will 
be considered for any breach of confidentiality.  All members of staff are expected to comply 
with national legislation and local policy in respect of confidentiality and data protection. 
With the increased use of information technology and e-communications, staff should also 
be aware that safe guards are in place to protect the privacy of individuals when using these 
mechanism, both inside and outside of work. This includes the use of social media i.e. 
Facebook, Twitter, Snapchat etc. Where privacy is breached disciplinary action will be 
considered. 
 
All employees should be mindful of the seven Caldicott principles when dealing with person 
identifiable information. 
 


1. Justify the purposes of using confidential information 
2. Only use it when absolutely necessary 
3. Use the minimum that is required 
4. Access should be on a strict need to know basis 
5. Everyone must understand his or her responsibilities 
6. Understand and comply with the law 
7. The duty to share information can be as important as the duty to protect patient 
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confidentiality 
 


If there is any doubt whether or not someone has legitimate access to information, always 
check before you disclose. 
 
EQUALITY AND DIVERSITY 
We aim to design and provide services and employment practices that meet the diverse 
needs of our service users and staff, ensuring that none are placed at a disadvantage over 
others. You will be expected to take into account the provisions of the Equality Act 2010 to 
advancing equal opportunity. You must to act in your role to ensure that no one receives 
less favourable treatment due to their protected characteristics i.e. age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 
belief, sex (gender) or sexual orientation. 
 
In carrying out its functions, you must have due regard to the different needs of different 
protected equality groups in their area. 
 
INFECTION CONTROL 
All employees have a responsibility to protect from infection themselves and other people, 
whether they be patients, other staff or visitors, as well as making all reasonable effort to 
reduce or prevent the risk of infection in their working environment. All staff have a duty to 
make themselves familiar with and comply with Infection Prevention and Control Policies 
and Procedures, carry out duties required by legislation such as the Health and social care 
Act 2008 (updated 2015) (and subsequent legislation), and to attend mandatory training 
relating to infection prevention and control. 
 
COUNTER FRAUD 
Staff are expected to report any incidences of potential fraud to the Counter Fraud Helpline 
on 0800 028 40 60.  
SMOKING AT WORK 
The Trust has a “Smoke Free Policy”, which applies to: 


• All persons present in or on any of the Trust grounds and premises 
• All persons travelling in Trust owned vehicles (including lease cars) whilst on official 


business. 
• Privately owned vehicles parked on Trust grounds or when transporting Service 


Users, Visitors on official Trust business. 
• When wearing an NHS uniform.  


 
ELECTRONIC ROSTERING  
‘Our Electronic Rostering system is key to ensuring staff are in the right place with the right 
skills at the right time, to ensure we carry out this responsibility effectively; all LPT staff must 
adhere to the rostering standards and guidelines set out in the Electronic Rostering Policy, 
pertaining to their role’. 
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Person Specification 


Selection Criteria: 
 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Demonstrates a commitment to 
the Trust’s Behaviours  


1.1 Valuing one another 
1.2 Recognising and valuing 
people’s differences 
1.3 Working together 
1.4 Taking personal responsibility  
1.5 Always learning and 
improving  


 
 
 
3 
3 
 
3 
3 
3 


  
 
 
x 
x 
 
x 
x 
x 


  


Qualifications (Equivalent 
qualifications will be 
considered where their 
equivalency can be 
demonstrated) 
 
2.1 Educated to NVQ 4-Level in a 
relevant subject (or equivalent) 
2.2 Relevant IT Qualification eg 
ECDL, MOS 
2.3 GCSE in English and Maths 
(Grade A-C) 
 


 
 
 
 
 
 
3 
 
 
3 
 
3 


 
 
 
 
 
 


X 
 
 


X 
 


X 
 


 
 
 
 
 
 


X 
 
 


X 
 
x 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Knowledge and Skills 


3.1 Accurate keyboard skills and 
the ability to create effective 
documents. 
3.2 Competent user of Microsoft 
Word, Email and Calendar 
applications, Access and Excel. 
3.3 Able to communicate 
effectively with people at a range 
of different levels and both 
internal and external to the 
organisation 
3.4 Effective telephone 
manner 
3.5 Demonstrate ability to 
apply Human Resources policies 
and procedures 
3.6 Knowledge of the NHS 
3.7 Knowledge of ESR database 
 
 
 


 
 
3 
 
 
3 
 
 
3 
 
 
 
 
3 
 
3 
 
 
2 
1 


 
 


X 
 
 


X 
 
 


X 
 
 
 
 


X 
 


X 
 
 


X 
X 
 


 
 
 
 
 


X 
 
 


X 
 
 
 
 


X 
 


X 
 
 


X 
X 
 


  


Experience (both work and 
‘life’ related)   
 
4.1 Demonstrates understanding 
and practical application of 
skills and knowledge gained 
from working in an 
administrative role in a 
complex (eg multi disciplined, 
multi site) organisation 
4.2 Experience of developing and 
maintaining effective 
administrative and filing 
systems. 
4.3 Experience of effectively 
managing multiple tasks and 
changing priorities 
4.4 Prior experience of working in 
a recruitment environment 
4.5 Previous experience of 
supervising staff 
 
 
 


 
 
 
3 
 
 
 
 
 
 
3 
 
 
 
3 
 
 
3 
 
3 
 
 


 
 
 


X 
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X 
 
 


X 
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Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Personal Attributes 
 
5.1 Demonstrate customer- 
focused approach. 
5.2 Demonstrate an organised 
and methodical approach to 
workload. 
5.3 Can work under 
pressure working to clear, set 
deadlines.  
5.4 Comfortable working with 
competing demands. 
5.5 Can provide feedback to team 
members in a constructive and 
proactive manner 
5.6 Able to suggest 
improvements in processes 
5.7 To be assertive and able 
to deal with conflict. 
5.8 Effective communication 
and interpersonal skills, with the 
ability to meet deadlines in co- 
operation with others, and as part 
of a support team. 
5.9 Ability to work 
independently and to use own 
initiative when appropriate. 
5.10 Ability to use discretion. 
5.11 Flexible and adaptable 
work approach. 
5.12 Proactive, enthusiastic and 
motivated 
5.13 Demonstrate effective 
team working strategies 
 
 


 
 
3 
 
3 
 
 
3 
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X 
X 
 
 
 


X 
 


X 
X 
 
 
 
 
 


X 
 
 


X 
X 
 


X 
 
x 


  







 


 
Page 12 of 12 


Person Specification 
Selection Criteria: 


 


3. Essential/ 
Minimum 


1. Desirable 


Stage measured at. You must 
demonstrate the required criteria 


at all stages indicated 
Appli-
cation 
form 


Intervi-
ew 


Test Prese-
ntation 


Standard Requirements 


Commitment to Equality & 
Valuing Diversity Principles 
 
Understanding of Confidentiality 
& Data Protection 
 
Understanding of the service 
users of the Trust (which  could 
include lived experience of 
conditions the Trust deals with or 
of receiving services relevant to 
those the Trust provides) 
 


 
 


3 
 
 


3 
 
 


3 


 
 


X 
 
 


X 
 
 


X 


 
 


X 
 
 


X 
 
 


X 


  


Mobility  
Own transport or suitable 
alternative.  


  
You must demonstrate how you 
would meet the stated mobility 
requirement on your application form 


 





		ADDITIONAL INFORMATION

		The NHS is in a period of continuing change due to developments and rationalisation of services. This will lead to a modification of structures and job descriptions. The post holder will be expected to co-operate with changes, subject to consultation,...

		MOBILITY

		The person specification for the role will detail the mobility requirements of the post.

		However, employees may be required to work at any of the other sites within the organisation subject to consultation.

		POLICIES AND PROCEDURES

		All staff are positively encouraged to contribute to improving health for themselves, their patients, service users and colleagues. This happens when, in everyday contact, the opportunity is taken to raise the subject of choosing better health by stopping smoking, reducing alcohol intake, eating more healthily and becoming more active. The Trust’s Making Every Contact Count programme has further information.  

		DATA PROTECTION

		EQUALITY AND DIVERSITY

		SMOKING AT WORK

		Demonstrates a commitment to the Trust’s Behaviours 

		Knowledge and Skills

		Standard Requirements




