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Job Description

Job title:

Resourcing Operations Officer
Grade: 

7


Post number:
 STAF 916
Directorate:

Resources

Unit:


Human Resources and Organisational Development
Job purpose
To co-ordinate the provision of a comprehensive resourcing service to the GLA, ensuring the smooth running of both internal and external recruitment and selection processes.

Managing the use our applicant tracking system (Engage ATS) to support a proactive and responsive recruitment service for managers
To ensure that the candidate on-boarding process is efficient and demonstrates excellent customer service to internal and external stakeholders
Principal accountabilities

1. Manage, develop and motivate a team of Resourcing Assistants providing a high quality end-to-end resourcing experience for all new starters at the GLA.

2. Work in close partnership with hiring managers to provide professional and customer focused resourcing support. 
3. Provide expert advice on resourcing options, recruitment schedules and methods, job advertisements, application forms, selection processes (including assessment centres and testing), interview questions and appointment procedures.
4. Act as the escalation point for the Resourcing Assistants on a day to day basis and respond to complex resourcing queries from managers and candidates

5. Responsible for ensuring all pre-employment checks are robust and in line with GLA appointments policy and the production of accurate and timely contractual documentation for new starters in line with KPIs.
6. Work with Resourcing Assistants and Business Partners to ensure accurate data entry for vacancies and new joiners.

7. Work closely with the Resourcing Manager to support management forecasting data and in producing statistics on all aspects of the on-boarding process to help inform strategic decision-making. 
8. Ensure the GLA’s Applicant Tracking System is accurately maintained on an ongoing basis and in line with developments in processes and legislation.
9. Assist with the development and implementation of resourcing policies and procedures, including guidance notes for line managers and the resourcing team.
10. Contribute to large-scale projects affecting the resourcing team (such as compliance in line with GDPR principles) and managing smaller scale projects to continually improve the service provided by the resourcing team to our internal stakeholders.
11. Manage staff and budgets allocated to the job in accordance with the GLA’s policies and procedures and code of ethics and standards.

12. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and in participating in multi-disciplinary cross-department and cross-organisational groups and project teams.
13. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.

Key relationships 

	Accountable to:
	Resourcing Manager – HR & OD 

	Accountable for:
	Resourcing Assistants, Apprentice, work placement students

	Principal contacts:
	GLA managers, human resources business partner teams, advertising & temporary agencies, and members of the public 


Person specification
Technical requirements/experience/qualifications

1. Ideally CIPD qualified, or able to demonstrate an equivalent level of knowledge gained through experience

2. Experience of managing and developing a busy resourcing team and providing a high level of customer service to stakeholders at all levels

3. Experience of providing resourcing services for a high-profile organisation

4. Experience of using applicant tracking systemsHR systems, Excel and Word to produce clear and concise recruitment materials, data and statistical information.

Behavioural competencies

Communicating and Influencing 

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.
Level 2 indicators of effective performance:
· Communicates openly and inclusively with internal and external stakeholders 

· Clearly articulates the key points of an argument, both in verbal and written communication 

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way 

· Presents a credible and positive image both internally and externally 

Building and Managing Relationships

…is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals;

Level 2 indicators of effective performance

· Develops new professional relationships

· Understands the needs of others, the constraints they face and the levers

to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and

deliver shared goals
Stakeholder Focus

….is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and mange others’ expectations

Level 2 indicators of effective performance

· Seeks to understand requirements, gathering extra information when

needs are not clear

· Presents the GLA positively by interacting effectively with stakeholders

· Delivers a timely and accurate service

· Understands the differing needs of stakeholders and adapts own service

accordingly

· Seeks and uses feedback from a variety of sources to improve the GLA’s

service to Londoners
Managing and Developing Performance 

… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 2 indicators of effective performance:
· Seeks opportunities to develop professional skills and knowledge and encourages team to do so. 

· Ensures own and others’ workloads are realistic and achievable 

· Provides staff with clear direction and objectives, ensuring they understand expectations 

· Recognises achievements and provides constructive feedback and guidance 

· Gives staff autonomy and confidence to perform well and to their potential 

Problem Solving

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 2 indicators of effective performance:
· Processes and distils a variety of information to understand a problem fully 

· Proposes options for solutions to presented problems 

· Builds on the ideas of others to encourage creative problem solving 

· Thinks laterally about own work, considering different ways to approach problems 

· Seeks the opinions and experiences of others to understand different approaches to problem solving 

Planning and Organising 

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 2 indicators of effective performance:

· Prioritises work in line with key team or project deliverables 

· Makes contingency plans to account for changing work priorities, deadlines and milestones 

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard 

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met 

Responding to Pressure and Change 

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 2 indicators of effective performance:
· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure 

· Anticipates and adapts flexibly to changing requirements 

· Uses challenges as an opportunity to learn and improve 

· Participates fully and encourages others to engage in change initiatives 

· Manages team’s well-being, supporting them to cope with pressure and change

Reasonable adjustments

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.

