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	Workforce Planner – Late Shift
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	Government – HMCTS 
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	Remote 
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	Workforce Planning & Systems Lead 
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	The Workforce Planner is a new role established for a prestigious contract, being His Majesty’s Courts and Tribunals Service. The job holder will have responsibility for efficient and effective workforce planning while managing and escalating incidents as required. OCS provides a security service for the contract nationally with over 300 locations and the Workforce Planner will play a pivotal role in delivering our commitments to the customer and achieving our Key Performance Indicators.
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	• 
	Management of absence, from sourcing cover to ensuring compliance with our T&A system.

	• 
	Actioning of additional work requests outside of core requirements, arranging appropriate cover.

	• 
	Managing the relief and casual workforce to ensure effective utilisation and reduction of agency usage.  

	•
	Ensuring employees clock on/off accordingly, following up with any non-compliance and escalating appropriately.

	•
	Reacting to Alarm activations as required, liaising with our response provider and internal colleagues when needed. 

	•
	Management of OOH incidents, assisting with escalation and providing resource as required. 

	• 
	Work closely with the relevant support functions in matters relating to the workforce planning, particularly the Helpdesk Team where a strong relationship with consistent engagement will be required. 

	• 
	Ensuring our T&A system is a complete reflection of hours delivered and consistently maintained to the required standard. 

	• 
	Ensuring that the dayshift planning team and Operational Management is fully aware of tasks complete as required. 

	•
	Support with any other administrative functions in relation to people and scheduling.
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	• 
	
	Planning will cover a national remit. 
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	•
	Achieve Key Performance Indicators relating to workforce planning 

	•
	To reduce agency usage and spend by intelligently scheduling 

	   •
	Covering of daily absence and short notice cover requests 

	•
	Effectively & efficiently reacting to incidents   

	•
	Absolute Timegate compliance with process & diary entries  

	•
	Maintain a strong relationship with other support functions 
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	•             Educated to a good standard.
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		•             Administration qualification is desirable.
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	•
•
•
•
	Experience of Scheduling/Workforce Planning is essential.
Experienced in the use of Time and Attendance systems, experience of Timegate is advantageous.
Proficient in the use of IT systems is essential.
Experience within the Security industry is desirable.
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	A Focused, conscientious, proactive and professional individual who has an eye for detail working in a fast-paced environment. This role requires proactive and pressured reactive work and requires an individual that can think on their feet and problem solve while remaining calm. The role will also require excellent communication, both written and spoken in order for the job holder to uphold company values in all dialogue.
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		• 	      Systems and Processes 
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	No.
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	N/A 
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	Monday to Friday: 1500 – 2300 (40hrs per week)
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