
JOB DESCRIPTION

JOB TITLE	     		eRostering Practitioner

GRADE/BAND		Band 6 AfC 

LOCATION			DDH/Trustwide		

RESPONSIBLE TO		eRoster Manager

ACCOUNTABLE TO	eRoster Manager		


JOB PURPOSE

To deliver the successful shift and pattern data collection, system set-up and training for full optimisation of eRoster to selected staff groups, with complicated rosters across the Trust aiding the production of effective and efficient rosters, continued roll out of the programme as well as implementation of additional functions available that positively impact on effective deployment of staff to ensure the delivery of high quality of care, patient safety, staff well-being effectiveness and efficiency.

Reporting to the eRoster Manager and deputising where appropriate, the post-holder will provide training, system and rostering focus to the transformation and benefits activities of implementing electronic rostering. This role requires an ability to engage the Trust workforce to continue to build on the understanding and adaptation to the effective use of electronic rostering including bank staffing, to ensure the opportunities and benefits of using this system are fully realised. 

The post-holder will have system oversight of the electronic rostering system, investigate, analyse and report on roster efficiency and other bespoke reporting as required. This is important in order for credibility to challenge ward, service and team leaders regarding the shift requirements, personal working patterns, shift skill levels required and safe staffing, as well as disseminating roster best practice as the programme deploys through the Trust. 
Responsibilities 

· Responsible for training Trust staff to use the electronic system

· The post-holder will deputise for the eRoster Manager when required to support the team and to ensure data such as synch reports and payroll data transfers, among other things, meet required deadlines.

· Responsible for the co-ordination, collection and analysis of data from relevant service leaders, managers and directors, challenging and discussing rationales for shifts, patterns to enable service re-design to enact and promote change as appropriate and in conjunction with the eRoster Manager.  


· Understand the financial implications of ineffective rostering and guide users to enable them to create and manage cost effective rosters. 

· Understand budgets to explain to users’ financial data around workforce models. 

· Responsible for analysing unit data in conjunction with Unit Managers and other relevant staff to discuss shift demands, to promote an in depth understanding of service requirements such as shift demands, safe staffing levels, skill requirements and finalise the setup of rosters.

· Responsible for leading the effective implementation / configuration and continued benefits realisation work associated with SafeCare Live under direction of the eRoster Manager  

· To understand communicate and demonstrate the complex and varied capabilities of the electronic rostering system and to challenge and communicate highly contentious information, in areas where there may be barriers to acceptance, showing empathy and reassurance

· To configure in the system and translate to system users highly complex rules, personal and shift patterns in the electronic rostering system problem solve and negotiate options and solutions in a way that will assist electronic roster users in the adaptation to electronic rostering.

· Responsible for the analysis of live rosters, Key Performance Indicators and recommend corrective actions relating to rules/ patterns etc., to optimise system use

· Advise services leaders and managers on all aspects of electronic rostering setup and use including monitoring unit performance.

· In conjunction with the eRoster Manager develop and implement eRoster Programme and Business as Usual Standard Operating Procedures to aid business continuity, and other policies as necessary

· Line Management responsibility for junior eRoster team members

· Responsible for providing advanced technical expertise of the systems and analysis tools used and sharing expertise with team colleagues to promote the development of knowledge within the team

· Responsible for developing, scheduling and implementing pro-active technical support to system users and provide system training and ongoing system and roster support to both team colleagues and end users




· To identify and promote best practice in roster creation and ensure rosters consistently adhere to deadlines, best practice and meet the required quality standards.

· Responsible for the recording and upkeep of user guides, flow charts and other documentation necessary to inform management users, and evidence the progress of the eRoster service

· To analyse and interpret management reports, activity reports, payroll submissions, data submissions to meet business needs, and are based on accurate data investigation and analysis, and are delivered to tight deadlines and on time.

· To identify policy conflicts (such as reviewing shift patterns) and support change where necessary.

· To be the point of contact for all Trust staff for using the system. To escalate issues to the eRoster Manager in a timely manner.

· To support internal projects to improve the team’s services, systems and processes.

· To support the implementation programme by planning, sequencing and scheduling any other programme requirements.

· Assist in the performance of such other duties as may be required from time to time, as determined by the eRoster Manager.

General

1. This job description is not exhaustive and can be altered in consultation with the post holder.

2. Any other duties which may be requested by the line manager in order to facilitate the smooth running of the hospital.

3. The Trust is an equal opportunities employer. The post – holder is at all times expected to carry out their duties in accordance with the Trusts Equal Opportunities Policy.

4. The post – holder is required to take reasonable care of the health and safety of him/her acts or omissions at work, and to co-operate with the Mid Yorkshire NHS Trust to ensure that statutory and departmental safety regulations are adhered to.

Organisational Responsibilities

· To maintain the confidentiality of the Trust in respect of patient and staff information obtained at all times, and use such information only as authorised 


for specific purposes.  Report any concerns about the use of such information to the senior manager.
· All staff at Mid Yorkshire Teaching NHS Trust have the responsibility for safeguarding adults, young people, children and unborns. This includes all employees:
· Having an understanding of relevant safeguarding policies, including the Mental Capacity Act policy
· Attending all mandatory safeguarding training in accordance with their role 
· Having a responsibility to recognise and act upon any safeguarding/child protection concerns

Personal Responsibilities

· The post-holder is responsible for taking reasonable care with regard to himself/herself as well as for any colleagues, patients or visitors who might be affected by any act or failure to act by the post-holder in accordance with the Trust’s policies on Health and Safety at Work.

· To report any accident, untoward incident or loss relating to staff, patients or visitors according to Trust policies.

· To undertake in-service training relevant to the post.

· Organise, prioritise and adjust own workload in a manner that maintains and promotes quality.

· Work within the limits of own competence, levels of responsibility and accountability with the teams

· Comply with Trust Policies and Procedures.  

Area of work

· The post holder will be required to undertake training events at any site across the trust

· The post holder may be required to work on other wards/ department within the Trust at short notice to cover unplanned sickness or to cover planned sickness or annual leave on other wards/departments 

Staff Development, Training and Education

· The post holder will be required to undertake mandatory training and is responsible for keeping this training up to date

· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in line with the Trust’s (KSF) 


Knowledge & Skill Framework, in agreement with their manager or immediate supervisor. The development plan will be reviewed each year

· The Trust will provide assistance and agreed development to enable the post holder to achieve their objectives and standards in line with the development plan 

· If the post holder feels he/she is not achieving their objective as agreed in the development plan they will bring it to the attention of their supervisor or manager at the earliest opportunity

Health and Safety

· Work in accordance with Health and Safety regulations at all time

· Report any incidents of breaches of Health and Safety and report any dangerous acts or omissions that are seen in the course of duty that compromise the Health and Safety of staff or patients using the Trust Health and Safety policy

· Comply with audit recommendations and risk assessment recommendations to make the workplace and work practice safer

· Assist when required to do so, in any risk assessment activity undertaken.

TERMS AND CONDITIONS OF SERVICE

The post holder will be required to work at any location where the Trust provides services.

All professional and managerial staff are required to work in accordance with their particular Code of Conduct. Failure to do so may result in disciplinary action (please refer to disciplinary policy for further information).

In carrying out their duties the post holder must promote equality of opportunity and take every opportunity to eliminate discrimination.

The post holder is required to keep confidential all information and documentation relating to either a patient, a member of staff or Directorate’s business, which he/she comes into contact with.  All staff are expected to respect the requirements of the Data Protection Act 1998, as this incorporates the need for a high standard of data quality, confidentiality and information security.

The Trust adopts a “bare below the elbow policy”. The trust expects that all staff adhere to the policy in the clinical areas and settings where health care is provided e.g. the patients own home. The policy statement is accessible on the intranet and defines the clinical area. Individuals can expect to be challenged if they are observed not to be adhering to the policy statement.


The post holder is responsible for taking reasonable care with regard to him/her as well as for any colleagues, patients or visitors who might be affected by any act or failure to act by the post holder in accordance with the Trust’s policies or Health and Safety at Work.

These duties and responsibilities are neither exclusive nor exhaustive and management reserve the right to require staff to undertake other duties and responsibilities consistent with the grade of the post in consultation with the 
post holder.

This job description is an outline of the duties and conditions of the post and may be subject to change in detail or emphasis in the light of future developments.

Continuing Professional Development

The post holder will be expected to undertake ongoing personal, professional and management development in line with the responsibilities of the post.

Smoke Free Policy

Mid Yorkshire Teaching NHS Trust has a Smoke Free Policy  

Smoking is not permitted: -

· Inside any building owned or used by or in areas used by Mid Yorkshire Teaching NHS Trust staff in buildings shared with other organisations
· In the grounds and car parks of premises of Mid Yorkshire Teaching NHS Trust  
· In the entrances of any Mid Yorkshire Teaching NHS Trust buildings
· In the immediate areas outside Mid Yorkshire Teaching NHS Trust  
· In vehicles owned or leased by Mid Yorkshire Teaching NHS Trust  

Staff are not permitted to smoke whilst in uniform and / or wearing a staff badge in areas where they can be seen by the public.

A copy of the full policy is available.

In the unlikely event of a member of staff not respecting the policy, their line manager will attempt to resolve the situation informally, in the first instance.  Repeated breaches of the policy may result in disciplinary procedures being instigated.
 
Any member of staff wishing to stop smoking can contact the Stop Smoking Service

WYAAT

Mid Yorkshire Teaching NHS Trust is part of the West Yorkshire Association of Acute Trusts (WYAAT), a collaborative of the NHS hospital trusts from across West Yorkshire and Harrogate working together to provide the best possible care for our patients.


By bringing together the wide range of skills and expertise across West Yorkshire and Harrogate we are working differently, innovating and driving forward change to deliver the highest quality care.  By working for Mid Yorkshire Teaching NHS Trust this is your opportunity to be a part of that change.

WYAAT is the acute sector arm of the West Yorkshire and Harrogate Health and Care Partnership, one of the largest integrated care systems in the country. The Partnership’s ambition is for everyone to have the best possible health and wellbeing, and the work of WYAAT, and each individual trust, supports that ambition. 
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PERSON SPECIFICATION

	POST TITLE:  Band 6 eRostering Practitioner                              POST REF NO.	                            LOCATION: DDH/Trustwide

	Attributes
	Essential
	Desirable
	How Identified

	Qualifications
	· Educated to degree level or equivalent experience.
· Demonstrated expertise working with electronic rostering systems 
· Post Graduate Qualification or equivalent experience.
· Minimum Grade C GSCE or equivalent in Maths & English
	· Clinical Registration
· IT Qualification
· Training Qualification, e.g., PTTLS or relevant experience
	Application form 

	Experience
	· Demonstrate expert knowledge, understanding and experience creating robust working rosters with electronic rostering
· Experience of working within a shift system and what this entails
· Experience of delivering training within an NHS environment
· Advanced level of experience of delivering training on e-rostering systems within NHS
· Advanced level of experience analysing and reporting highly complex data
· Experience developing and implementing policy and procedures
· Experience developing and implementing systems, structures, plans and schedules
· Experience of service development
	· Working in the NHS
· Understanding how the NHS works
· Working with ESR 
· Change management and influencing organisation culture
· System administration experience
	Application form
Interview


	Knowledge and Awareness
	· Data collection/retrieval
· Awareness of own limitations.
· IT knowledge Microsoft Office packages incl, word, excel, outlook
· Knowledge of Agenda for Change terms and conditions
· Understanding of the European Working Time Directive
· Roster production/workforce planning
· Financial establishments 
· Roster management Directive
	· IT knowledge, Oracle, MS project, PowerPoint
experience
	Application form
Interview


	Skills and Abilities
	· Diplomacy
· Ability to act on own initiative and be pro-active
· Determination
· Attention to detail
· Good planning and organisational skills
· Initiative to organise own workload without supervision
· Fast accurate data input
· Demonstrable analytical, judgemental and problem-solving skills
· Training and presentation skills
· Ability to prioritise
· Ability to work to deadlines
· Excellent understanding of budgets and establishments
· Demonstrated investigating, analytical and reporting skills.
· Excellent verbal and written communication skills with the ability to challenge and deliver highly contentious information where there may be barriers to acceptance using empathy and providing reassurance
· Demonstrable ability to solve highly complex problems using knowledge of roster structure and electronic rostering system on the spot in the training room
	· The value of statistical analysis


	Application form
Interview


	Personal Attributes
	· Flexible and adaptable to change
· Motivator and engager with others
· Able to demonstrate commitment to self-development
· Confidence to challenge in order to produce effective and safe rosters
· Ability to work well within a team
· Excellent communication skills
	
	Application form
Interview


	Other
	· Effective Team worker
· Ability to work with people at all levels
	
	Application form
Interview
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