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Job description 

Employee Support Officer (Resourcing) 


	Department 
	Children Services  

	Service 
	EducationHR (within Education Strategy and Infrastructure)

	Grade
	Scale E

	Reports to
	Resourcing Lead

	Responsible for 
	

	Job reference
	



	Job Purpose 

	Delivery of a high quality HR support service to educational establishments and partner agencies. The role will be working predominately within the resourcing area but also being able to support and work flexibly across a range of HR areas as the need arises. 

Support in the delivery of a high quality HR service to educational establishments in their recruitment requirements from preparing and placing adverts through to supporting in a full recruitment process in accordance with agreed standards and timescales.  Support users in the operation of the recruitment system and with access to other resourcing services. To provide an excellent customer experience, including a high resolution of enquiries at first point of contact. Support with call handling and HR admin related tasks, operating flexibly under the Resourcing Lead to ensure services continue to be delivered within our performance standards in the light of customer demand, colleague absence and other factors that may impact on capacity. 

Through day to day contact with customers, identify opportunities for service improvement and development.


	Context 

	The post sits within the Resourcing team of EducationHR.  It is responsible for delivering traded recruitment and resourcing services to customers of the traded service.  

Educational establishments have freedom to purchase HR services from any supplier.  This post is key to the success of the traded service through ensuring the delivery of a high quality, value for money service.

This post is funded entirely from income generated through the traded service.




	Accountabilities 

	Deliver high quality traded HR services to schools, academies and other educational establishments, primarily around recruitment advertising and related resourcing services e.g. talent pool administration, liaison with NCC media partner etc.  Duties will range from placing an advert through to supporting in a full recruitment process in accordance with agreed standards and timescales.

Provide specialist support to customers on the use of the Recruitment System, specifically where customers are using the full functionality of the recruitment advertising system.  


	Use all available options for promotion of customer vacancies as appropriate to the service level being purchased, including content maintenance of EducationHR operated social media and web pages.


	Support and advise customers on best practice in relation to recruitment and selection.


	Support the review and development of processes and work instructions to ensure efficient and effective working.  Identify improvements to enable systems to improve efficiency, customer experience and opportunities to trade.  Ensure new ways of working are effectively implemented and embedded into the working practice.  Have a clear focus on customer service and reducing costs.


	Keep up to date with changes to the services provided by EducationHR and any changes to supporting materials.  Promote those services, when appropriate, as opportunities arise.


	Provide support to the EducationHR team by undertaking allocated tasks as and when required.


	Support the wider development of HR Services where opportunities arise through identification of potential new products, building relationships with customers, promoting traded service products and responding effectively to customer concerns and feedback.




	Person Specification


	Qualifications:

	Essential
	Desirable

	A level standard education
	A foundation level qualification in HR.

Qualification to NVQ 2 level in administration or equivalent


	Knowledge/Experience:

	Essential 
	Desirable 

	Good HR knowledge with experience in a recruitment or HR administrative role delivering a high-quality customer service, involving attention to detail, quality service delivery and tight deadlines

Experience of providing advice and guidance to customers on use of systems 

Experience of using IT systems, internet and MS Office software

	Experience of working in a commercial environment where value for money and quality and key to business success


Recruitment related experience in a public sector environment

Experience of working with educational establishments, especially schools and/or academies.


	Skills:

	Essential
	Desirable

	Problem solving skills and the ability to apply this to implement changes improvement to systems and work practices 

Excellent communication and interpersonal skills. 

Ability to work under pressure and to plan, organise and prioritise own and teams workloads

Conscientious and highly customer focused.

Positive attitude and proactive approach to continuous improvement and the success of the service.

Able to manage sales calls from potential new customers within a framework determined by the business.

An effective team player who is able to develop collaborative relationships with the team and 
other HR community and who is able to lead and motivate staff through periods of change

	Good understanding of school and academy employment arrangements and related terms, conditions, statute and guidance.

Knowledge and understanding of recruitment practice in school and academy settings.



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 

	Requirement to be part of a rota to cover phone and group inboxes from 8am-9am and 4pm-5pm Mon-Fri term time only.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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