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Contributing to Resourcing and Talent Planning in the Organisation

LO1. Be able to review and evaluate an organisation’s approach to talent planning.
1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.

NHS Wales approach to talent and succession planning

Succession planning is a process which focuses on identifying and growing talent to fill business critical
and senior positions in the future (CIPD, 2020). It is usually aimed at more senior posts and helps to
identify individuals with the potential to step up into more senior positions when they become vacant.
HEIW has a leading role in the education, training, development and shaping of the healthcare
workforce in Wales, to ensure high-quality care for the people of Wales (HEIW, 2021a). To support
this, it is leading work on establishing and managing succession planning and talent management
processes for senior and executive leadership roles across NHS Wales (HEIW, 2021b).

A colleague and | met with Jackie Parsons, National Talent and Succession Senior Manager (Ev1), to
understand the All Wales approach to talent and succession planning set out in NHS Wales (2017)
National Succession Strategy (Ev2), with the aim to ensure a consistent approach that meets the needs
of organisations across NHS Wales, taking into account process differences at a local level in relation
to talent management and succession planning. It is a 7-step process across 10 years, aimed at:

e Identifying talent at all levels and embedded into organisational processes including
PADR/appraisal/job planning processes.

e Improving staff retention at all levels in NHS Wales

e Ensuring availability of candidates that can deliver against strategic objectives

e Increasing creativity and innovation to solve organisational challenges

e Developing attractive career pathways within NHS Wales, to support recruitment and
retention.

e Increasing diversity in senior manager positions

e Decreasing turnover at Chief Executive and Executive levels

e Having at least three shortlisted NHS Wales applicants for every Board level position by 2025.

To support this, work has been undertaken to assess the current senior leader landscape and identify:

e which positions are without “ready now” candidates?

e how many “ready now” successors do we have?

e who are the “ready now” candidates?

e who are the high potential leaders for the short, medium and long term?

The Talent and Succession Planning Team have been developing an Aspiring Directors Programme
over the past year, supported by the Kings Fund. Individual NHS Wales organisations were asked to
nominate their own talented individuals for the programme, who had the drive and ability to move
into executive roles within the next three years. It was clear that organisations were using different
approaches to identifying their talent, some using robust processes and others not, highlighting the
need for a consistent and fair approach to identifying talent across NHS Wales. Once candidates were
identified, a questionnaire was shared with them to collect data on their preferred portfolio. 130
responses were received, which highlighted an even split across workforce and OD, nursing and
medicine, but fewer stating they wished to work in digital roles. This is of concern, particularly as the
Topol Review (Health Education England, 2019) states that within 20 years, 90% of all NHS jobs will
require some form of digital skills. It will therefore be important to expand the pool of available talent



in this area, to drive this portfolio of work forward across Wales to enable NHS organisations to meet
their digital objectives of the future.

Palmer (2020) reports that only 1% of senior roles within the public sector are held by black employees
and there is a strong need to increase diversity at this level. The questionnaire demonstrated only 4
(3%) candidates from BAME backgrounds. To improve representation across this demographic, plans
are in place to commission bespoke positive action programmes, including 6-month reverse coaching
and mentoring workshops to increase the number of successors in this category.

The development of a robust talent pipeline into executive roles will ensure that NHS Wales has access
to a pool of individuals with the skills, capabilities, values and behaviours to fill senior leader roles
when required in the future, which is representative of the communities it serves.

HEIW approach to talent and succession planning

Whilst HEIW is participating in the Aspiring Director’s Programme, having identified a number of its
own employees, they are also responsible for plans for those lower in the organisational structure. A
colleague and | met with Foula Evans, Head of People, and Jeremy Ashdown, Learning and OD
Practitioner to understand what HEIW is doing at organisational level to support talent and succession
planning (Ev3).

HEIW does not have a formal talent and succession planning process in place for those in roles below
senior level and does not identify pools of talent to fill vacant rolls. HEIW is very supportive of
developing its staff to meet their maximum potential, which is supported by the Values Based
Performance Appraisal and Development policy (HEIW, 2019). However, it is down to employees to
identify potential roles and apply following the NHS Wales standard process via application and
interview.

There are plans in place to develop an internal Aspiring Manager’'s Programme, based on
compassionate leadership principles (Ev4). This will be a selection of three training programmes
aimed at individual, managerial and organisational/systems levels. Whilst this would ensure HEIW has
the staff with the necessary skills, values and behaviours required to fill vacant roles, individuals would
still need to apply for posts via the NHS Wales recruitment process and be successfully appointed to
the role. There are no plans to develop a pool of talent within HEIW to access when such roles arise.

1.2. Analyse internal and external information relating to the organisation’s future people and
skills needs and the availability of talent.

1.3. Assess the extent in which the current organisational workforce and talent planning activities
address potential needs.

With the National Succession Strategy now in place, there are robust processes to address the
predicted needs for the future in relation to executive director level roles. Supported by the NHS
Wales Graduate programme, there is likely to be a reliable talent pipeline for the future in relation to
middle and senior management roles. However, for roles below middle management, there are no
formal processes in place. This is likely due to the types of roles available at this level which do not
require any specialist skill or knowledge, with a stronger focus on values and transferable skills, i.e.
organisation, communication, project management and teamwork, which are readily available.

Both CIPD (2018) and Gibson (2018) recommend using workforce segmentation tools to help identify
critical roles. HEIW has not identified its critical roles other than in the area of cyber security, which
is the only red rating on the organisation’s risk register (Ev5). Cyber security is a significant risk area,
supported by Humphreys (2020) who states how it has become more important than ever in light of



the COVID-19 pandemic, with millions of people now working from home, potentially exposing
themselves and their organisations to cyber-attacks.

HEIW are also yet to review the age profile of the workforce in detail. This is particularly important as
data from OECD (2021) (Ev6) shows how the working age population in the UK is now at similar levels
to those seen in 1979, around the time the “baby boomers” entered the workforce, demonstrating
how there are significant number of employees reaching retirement age. This is further supported by
NHS Wales (2015) Focus on the Age of The NHS Wales Workforce 2015 report, stating how the number
of staff aged 50 and over has increased across all staff groups since 2008, accounting for 36% (1 in 3)
of the workforce at that time. The overall leaver profile has also changed since 2008, with two definite
leaver/retirement peaks in 2007/8 at 60 and 65, but in the period 2015/15, there are now three peaks,
with proportionally more leaving from the age 50.

Whilst HEIW has robust plans in place to succession plan for senior roles across NHS Wales, there is a
need to explore talent and succession planning at an organisational level, making use of best practice
tools such as workforce segmentation to inform robust succession plans for critical roles and
workforce analytics to understand the age profile of the workforce. Carrying out these exercises will
enhance workforce and talent planning activity across the organisation, ensuring we have the right
people, at the right time, with the right skills to achieve our business objectives.

LO2. Be able to recommend ways to improve an organisation’s approach to talent planning

2.1 Make reasoned recommendations for how the organisation can maintain an appropriate
number of people with the skills required by the organisation.

1. Identify critical roles within the organisation

HEIW'’s workforce is predominately made up of administrative and clerical roles, some of which are
classed as specialist roles which require particular skills, knowledge and qualifications. It is
recommended that HEIW undertake a workforce segmentation exercise to identify which roles within
the organisation are deemed critical to it achieving its business objectives. Professor David Lepak and
Scott Snell’s Framework for Human Resource Architecture is recommended by Gibson (2020) to help
identify critical roles. This helps to categorise the workforce into four quadrants, specialists, criticals,
operators and professionals and scores them against a scale of uniqueness of skills and value to the
organisation.

The first area to focus on would be cyber security resource, with this area being highlighted as a
significant risk to the organisation. The need to act in this area is further supported by the Open Text
(2019) White Paper, which states almost 60% of survey responders stated that the most significant
barrier to managing cyber attack incidents was the shortage of staffing and skills. EMSI (2020) reports
how cyber security is the 2"4 most in demand skill for IT security roles, demonstrating the rising need
in this area.

A significant barrier is emerging in relation to cyber security roles in that the public sector is struggling
to keep up with the salaries offered in the private sector (Scammell, 2018), making it more challenging
to recruit and retain staff in this area. This, alongside EMSI reporting that in the US alone there are
only 48 qualified candidates for every 100 cyber security roles, Humphreys (2020) recommends
building resource capacity from within. EMSI (2020) recommends employers invest time and money
in developing employees to acquire the required cyber security skills. There is only one individual
assigned to the area of cyber security in HEIW. Therefore, there is benefit in identifying staff from
within with a particular interest in this area and investing time and money to enable them to provide
support to this agenda. If an individual/s is not identified, EMSI (2020) recommend engaging with



colleges, universities and education providers at a local level to help identify talent that could
potentially fill this gap.

Results from the Beyond Hiring: How companies are reskilling to address talent gaps survey (McKinsey,
2020) reports how data analytics is the business area with the greatest need for upskilling, with almost
all respondents to the survey classing this area as a priority for their organisation. HEIW has a data
analytics team in place, which supports the data analysis needs of NHS Wales. It is recommended
that the skills in this team are assessed to ensure capability is fit for purpose and supports the data
analytics and workforce intelligence elements of the annual plan (strategic objective 1.6), with plans
for 2021/22 focusing on developing workforce intelligence to improve the quality of workforce
planning and modelling across NHS Wales.

2. Identify age profile of workforce

NHS Wales’ (2015) report highlights how the NHS Wales workforce is aging, with the greatest number
of staff sitting in the 50 — 54 age range at just under 17% of a workforce size of just under 86,000.
Over the past year, the workforce in NHS Wales has increased considerably from 94,291 in January
2020 to just under 100,000 in January 2021 (HEIW, 2021d). Aligning these figures with the declining
working age population, there are likely to be significantly more employees in the age 50 and over
category than ever before. It is therefore important that HEIW begin reviewing the age profile of its
current workforce, with a particular focus on those aged 50 and over in light of the leaver profile
highlighted by NHS Wales (2015). This will enable HEIW to identify potential retirees and their
positions and begin succession planning if deemed appropriate. This would be particularly important
for senior roles including the Chief Executive and Director of Finance roles, both roles explicitly stated
as being essential in HEIW’s standing orders (HEIW, 2019).

3. Develop talent pools for middle management roles

Although HEIW does not currently use talent pools for middle management roles, with the
development of the Aspiring Managers Programme, there would be value in implementing a talent
pool for this category of staff. Employees identified as being suitable for the talent pool would have
the skills, knowledge, values and behaviours required for these posts within HEIW and the
organisation would have confidence in their abilities and fit within the organisation. However, to
support this, | believe it would be important to develop a fair and consistent approach to identifying
staff to participate in the programme. With a more robust and consistent system for identifying talent
being required for the Aspiring Director Programme, a similar system could be developed for those
lower in the organisational structure. This would ensure a fair and consistent approach to identifying
talent which does not rely on manager perception or opinion, but purely on capabilities, drive to
succeed and career progression aspirations.

This pool would also support development of staff, particularly with retention rates being significantly
low at 7.5% (HEIW, 2021e), considerably lower than the UK average of 15% (Monster, 2021) meaning
internal promotion opportunities are limited. Supporting employees to meet their full potential whilst
enabling them direct access to internal vacant posts will help ensure the organisation has the skills
available for the future and are not lost to other organisations as is occurring at the current time with
12 out of 82 leavers since October 2018 leaving the organisation for promotion (Ev7), only 4 of which
choosing to remain in the NHS. Therefore, both HEIW and the NHS are failing to retain these
individuals.

The above recommendations can be used to support the A Healthier Wales: Our Workforce Strategy
for Health and Social Care’s (Social Care Wales and HEIW, 2020) ambition of having a “motivated,
engaged and valued Health and Social Care workforce with the capacity, competence and confidence
to meet the needs of the people of Wales”.



LO3. Be able to contribute to people resourcing activities

3.1 Identify and explain the rationale for a specific resourcing activity within the organisation

In September 2020, the Train.Work.Live marketing campaign was transferred from Welsh
Government to HEIW, which is designed to attract and train more GPs, pharmacists, nurses and other
health care professionals to Wales (HEIW, 2021f). As part of this transfer, the Train Work Live Strategic
lead (HH) was seconded to HEIW to continue this work. However, the admin support associated with
the programme did not transfer. Therefore, there was an urgent need to recruit to the team within
HEIW. As HH was new to HEIW and was unfamiliar with our recruitment and selection processes, |
supported her with this work to ensure the process was followed correctly. | was able to support her
in this work having undergone recruitment and selection training and supported other recruitment
and selection activities across the organisation.

3.2 Agree roles and responsibilities with other contributors to the activity

| met with HH to discuss the process and how | could offer my support and our roles and
responsibilities were agreed (Ev8). We agreed that | would take on the role of vacancy manager,
which involves the management of the vacancy on our TRAC recruitment system, ensuring all
documentation and information is uploaded to ensure the smooth running of the process as well as
the organisation of processes outside of the system, e.g. preparing the scenario, identifying panel
members, shortlisting, planning and arranging interviews and sitting on the interview panel. As
recruiting manager, HH was responsible for finalising the job description and personal specification,
finalising shortlisting, interview questions and scenario, leading the interview panel and providing
feedback to candidates.

My responsibilities were allocated due to my significant experience with managing vacancies on the
TRAC system and supporting previous interview processes.

3.3 Identify organisational procedures and legislative requirements which underpin the activity
The recruitment process is supported by a list of key performance indicators (KPIs) (Ev9) which outline
the responsibilities of the organisation and NWSSP in the recruitment process. These ensure
responsibilities are carried out promptly and delays are avoided. | was able to schedule the
recruitment plan for the post, ensuring adequate time was available for the key milestones listed.

To support the requirements of the Equality Act 2010 legislation, NHS Wales is part of the Disability
Confident Scheme, which supports organisations with the recruitment and retention of great people,
regardless of their disability, demonstrating their commitment to equality in the workplace (Disability
Confident, 2021). When applying for an NHS job, candidates can declare that they have a disability.
However, this information is not known to the employer until after shortlisting has taken place.
Candidates who declare a disability and meet all personal specification essential criteria must be put
forward for interview. Following completion of shortlisting, no candidates meeting all essential
criteria were identified with a disability.

To further support the Act, all personal information relating to protected characteristics are removed
from application forms at the time of shortlisting. This information is only made available once
shortlisting is complete and candidates have been selected for interview. This reduces the risk of
unconscious bias during the shortlisting process.

3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources
required

I met with HH to review the KPI document and plan the process (Ev10). The approval process can take
up to 12 working days, although we agreed that | would prompt the HEIW approvers to do this as a



matter of urgency. We therefore agreed that this part of the process should not take more than one
week. We agreed that the post would be advertised for 2 weeks to ensure a good number of
applications and that | would shortlist the day after closing before finalising with HH. Candidates
would then be given at least one week’s notice for interview. Interviews would be scheduled over 2
days, ensuring appropriate breaks between interviews.

HH provided me with the job description and personal specification and | arranged translation (Ev11).
Applications would be made available to me the day after the closing date for shortlisting.

3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures
and legislative requirements

With all preliminary TRAC documentation and information uploaded and approval given, | identified a
day which | could dedicate to reviewing all applications and carry out robust shortlisting. Resourcing
and Talent Planning Survey (CIPD, 2020c) demonstrated the most popular methods for selecting
candidates was by review of previous work history/experience and thorough application screening.
This is the method used in HEIW, with candidates scored against a personal specification (Ev12). Using
this criteria, | was able to fairly and consistently evaluate each application form and generate an
overall score for each candidate (Ev13). | set a provisional score target of 30/38 and shared the 7
applications with HH for final approval (Ev14). On review, she agreed that all 7 candidates should be
invited to interview.

Shortlisted candidates were invited to attend for interview, which | scheduled using Microsoft Teams,
ensuring adequate time between interviews and that all invites were sent as private appointments to
ensure confidentiality to all candidates (Ev15). | also scheduled separate panel space, which ensured
discussions occurred outside of interview slots.

HEIW uses the popular method of competency and values-based interviews to aid the selection
process as well as the lesser used work sample tests (CIPD, 2020c). HEIW has a strong set of values
(HEIW, 2018), which underpin all that we do. Therefore, when interviewing, the panel are looking for
examples of how their competencies are underpinned by these values. Previous interview questions
were shared with HH (Ev16) and she refined these to ensure they met the scope and expectations of
the role (Ev17).

Michael Page (2021), describes the use of situational judgment tests to assess candidate suitability,
drive and core knowledge. This is a common method used in recruitment and therefore we decided
that a workplace scenario assessment would be an appropriate method to use. | developed this to
include a number of tasks that the candidate could face in their day to day role and asked that they
reflect on how they would approach and prioritise each task incorporating HEIW’s values (Ev18).

| attended each interview and took detailed notes to help inform deliberation discussions (Ev19).
Panel notes were scrutinised and summarised at the end of the process taking a considerable amount
of time, due to the high calibre of candidates, with three appointable candidates identified. Therefore,
detailed discussions were had before finally agreeing on one successful candidate. HH contacted each
candidate and informed them of the outcome of their interview, offering them feedback if they
wished.

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and
report back to stakeholders

| played a significant role in this resourcing activity, utilising my previous experience to support HH in
her first recruitment activity in HEIW. The process was extremely successful, leading to the
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appointment of an excellent candidate with the required skills, knowledge and values for the role.
This activity has developed my passion for recruitment, and | have taken steps to further develop in
this area. | will shortly be supporting HH in the recruitment of the Programme Manager to her team.
This will give me exposure to recruiting to a senior role. | have also requested to attend job matching
training, to support the training | have already undertaken on job description writing, to further
develop my skills and knowledge in recruitment.

| met with HH to reflect on the process and identify if there was anything we could have done
differently. The only significant element we would change in future would be the wording of the
interview questions. We agreed that these were too “wordy”, as candidates required clarification and
prompting to ensure they were able to answer the questions fully. In future, we will ensure questions
are written more succinctly and clearly.

We also reflected on the quality of interview by the 2 internal candidates. Unfortunately, whilst both
candidates provided excellent applications and were clearly capable of undertaking the role, their
interview technique was poor, and they were unable to demonstrate their abilities effectively at
interview. We discussed this in detail and reflected on the impact being an internal candidate and
knowing the panel members had on their responses. The recruitment process is developed to be as
fair as possible and therefore all candidates were scored against their performance at interview, with
prior knowledge of candidate’s ability not considered to ensure fairness to external candidates. This
was extremely challenging as HEIW is committed to developing its staff, but we agreed that we made
the right decision to recruit from outside the organisation on this occasion, which was fair and in line
with process.

Grensing-Pophal (2020) highlights the importance of paving the path for development and, to support
this and, HH offered both internal candidates constructive feedback by explaining where their answers
fell short and how they could be developed to ensure more robust answers. This advice will help them
improve their interview technique, helping them to be successful in future.

We further reflected on what HEIW could do to support internal candidates. HEIW is committed to
providing learning and development opportunities to staff to enable them to progress in their careers.
We are clearly developing staff to meet the expectations of the roles available, however they do not
have the level of competence required at interview to enable them to progress. | discussed this issue
with the People Team who confirmed that this training is available to staff, however is not clearly
promoted and therefore it was agreed that this would be added to our learning and development
intranet pages.
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Notes from meeting with Jackie Parsons, National Talent and Succession Senior Manager, HEIW
HEIW approach to Talent and Succession Planning

Wednesday 14 April 2021

Present:

Jackie Parsons, National Talent and Succession Senior Manager (JP)
Emma Carrington, Policy Officer (EC)

Ruth Taylor, Careers and Widening Access Advisor (RT)

RT and EC asked to meet with JP to understand the organisation’s approach to talent and succession
planning as part of their CIPD studies. One of HEIW’s strategic objectives is to work with partners to
improve collective leadership capacity. The first step in this has been to develop talent and succession
plans, which identify the following in relation to tier 3 (assistant director) candidates wanting to move
into tier 2 (executive director) positions:

e which positions are without “ready now” candidates?

e how many “ready now” successors do we have?

e who are the “ready now” candidates?

e who are the high potential leaders for the short, medium and long term?

This level has been chosen as these roles are the most challenging to recruit to.

Over the past year, the Talent and Succession Planning Team have been developing an Aspiring
Directors Programme, supported by the Kings Fund. Individual Health Boards were asked to identify
their own talented individuals who had the drive and ability to move into an executive role within the
next three years and nominate them for the programme. This exercise clearly demonstrated that
health boards were using different approaches to identifying talent in their organisations, some using
robust processes and other not, highlighting the need for change and a consistent approach across
NHS Wales. All identified were invited by the Chief Executive of HEIW to join the talent pipeline and
were invited to attend Talentbury, A virtual festival of leadership, learning and collaboration, aimed
at providing a valuable leadership experience for aspiring clinical and non-clinical executive leaders.
This was supported by the development of a success profile and talent management programme
involving clinicians, Planning and Workforce and OD Executive directors from across NHS Wales to
identify the need for any additional offering.

Initial information only included the name of the candidate, their organisation and role. It did not
include details of the portfolio they wished to work in. Therefore, a questionnaire was sent to all
attendees of Talentbury with the aim of identifying a pool of candidates to use for deployment and
targetting individuals. The questionnaire identified 130 credible individuals who knew what portfolio
of work they would like to pursue. This showed an even spread across workforce and OD, nursing and
medicine, but fewer stating they wished to pursue a role in digital or governance.

The questionnaire also asked for information across all the Stonewall Equality and Diversity
characteristics and identified only 4 candidates who represented the BAME group. There are
therefore plans in place to commission a bespoke positive action programme, including reverse
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mentoring and coaching and workshops over a six-month period to increase the number of successors
in this category.

The questionnaire also identified how ready individuals were to progress in their careers. This
included ready now, ready in one to two years and ready in three to five years candidates. There was
an equal split across all categories, with those identified as ready now being offered three 1 % hour
mentoring sessions by a retired CEO over six months. To date, 29 individuals across NHS Wales have
been identified and the process will be evaluated once complete.

Moving forward, the process is likely to change to an application process supported by development
centres that put candidates through a number of exercises including interviews, group exercises and
psychometric testing, the results of which will be assessed against the success profile to identify
suitable candidates. It will also identify the differences and transition gap between individuals who
are not successful and the steps they need to take to enable them to enter the programme at a later
date.

JP explained that whilst HEIW is responsible for implementing a talent and succession plan for tiers 1
— 3 across NHS Wales ensuring it keeps all organisations informed, involved and able to influence, it
sits with individual health boards to develop their own programmes that supports those in tier 4 and
above. There is currently no standard process in place across health boards, with some using best
practice such as the 9 box grid. HEIW will therefore be working with Learning and OD Practitioners to
develop a toolkit that health boards can use to identify and develop talent in their organisations, most
likely tied in with the annual appraisal process.
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NHS WALES
NATIONAL SUCCESSION STRATEGY
2017-2027

1. INTRODUCTION

The NHS Wales National Succession Strategy sets out the ambition to deliver a
pipeline of talent of NHS staff at local and national levels, underpinned by a technical
solution through ESR.

This strategy is designed to be utilised within local NHS organisations to better
support consistent mechanisms for succession planning and inform senior level
succession planning across both NHS Wales.

Planning for what is needed now will ensure there is effective capability and capacity
in the future. This will support NHS Wales to identify, develop and fully utilise the
potential of NHS staff in the delivery of a world-class health service for the people of
Wales.

2. DEFINITIONS

For the purpose of this document, and to provide clarity, the following definitions of
talent management and succession planning are used.

Talent management is a set of integrated workforce processes
designed to afttract, develop, motivate and retain productive, engaged
employees. The goal of talent management is to create a high
performance, sustainable organisation that meets its strategic and
operational goals and objectives (Kings Fund, 2015)

Succession planning is the process of identifying critical positions within
each organisation and across NHS Wales and assessing current staff
members who might be able to fill these positions.

3. CONTEXT

Talent management and succession planning is good practice in any organisation.
The focus across NHS Wales has been triggered by an emerging crisis in the
recruitment of senior and executive leaders, and the increasing number of roles held
by individuals on an interim basis. This situation creates instability across
organisations, impacts on the morale and workload of existing staff and ultimately
affects organisations’ ability to achieve their objectives.

There is a considerable body of evidence to suggest that a vibrant blend of talent
management and succession planning provides an important dual function within an
organisation. It lifts individual performance beyond the impact of conventional
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programmes of learning and at the same time provides an assurance of quality and
capability at the point of recruitment into business critical roles.

In addition to this, the evidence suggests that ‘home-grown’ talent, when undertaken
effectively is one of the distinguishing features of world class top performing
organisations.

4. VISION

Our vision for NHS Wales is to refresh our national approach to talent management
and succession planning to ensure a future pipeline of outstanding performers across
services within NHS Wales.

The implementation of the strategy will deliver a systematic and planned strategic
effort across NHS Wales to attract, retain, develop and motivate high-performing staff
who meet the short, medium and long-term needs of all organisations. The strategy is
based on equity of opportunity, will widen access to support and promote opportunity,
resulting in a diverse leadership.

There are a number of elements to this strategy, many of which are already in place
or in development in individual NHS organisations across Wales. This strategy has
been developed, to ensure a consistent overview approach across NHS Wales that
meets the needs of all organisations but takes account of local differences in specific
processes related to talent management and succession planning.

Evidence shows that when investment in individuals is valued and demonstrated,
organisations see improved outcomes, better financial results and an engaged
workforce and adaptable workforce which will ensure public confidence.

5. THE OUTCOME

This strategy is designed to enable talent to be identified and nurtured at an early stage
in the careers of those with potential to be senior leaders. In this context an effective
succession planning approach implemented across Wales will bring the following
benefits;

This will result in

e Talent identified at all levels and embedded into organisational processes
including PADR/appraisal/job planning processes.

Improved staff retention at all levels in NHS Wales

Availability of candidates that can deliver against strategic objectives
Increased creativity and innovation to solve organisational challenges
Attractive career pathways within NHS Wales, to support recruitment and
retention in line with the Train.Work.Live campaign

Increased diversity in senior manager positions

e Lower turnover at Chief Executive and Executive levels
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e At least three shortlisted NHS Wales applicants for every Board level position
by 2025.

6. THE OUTPUT

The output of this work is to facilitate a managed process in relation to the deployment
of people within the local talent pipelines and between NHS Wales organisations and
wider public services and private sector.

The potential for route transfers between streams of management eg functional
managers into general management and vice versa etc could offer an extra opportunity
for job enrichment in what could be a very long career.

Implementation of this strategy will be supported by a framework and toolkit, which will
describe how we identify, select, develop, deploy, support and evaluate talent within
NHS Wales. In the first instance this will be developed to facilitate Senior Succession
Planning, but will also support a mechanism to identify potential talent earlier in the
talent pipeline at local levels.

7. THE CASE FOR CHANGE

NHS Wales cannot currently answer key questions related to succession planning:
Which positions are without ‘Ready Now’ candidates

How many ‘Ready Now’ successors do we have?

Who are the ‘Ready Now’ candidates?
Who are the high potential leaders for the short, medium and long term?

Traditionally, there has been a reliance on individuals taking responsibility for their own
development and career progression, with managers developing individuals in the
context of current roles, rather than taking an organisational or NHS Wales
perspective.

Since reorganisation of NHS Wales in 2009, Health Boards and Trusts have been
taking action at local levels to identify effective talent management/succession
planning arrangements. Consequently, organisations are at different stages of
implementation with most investing in their own leadership programmes at various
levels. Some organisations are starting to translate the output of these programmes
into a process of identification of talent to address and identify appropriate individuals
at various levels.

There are currently national development programmes which could form part of the
development platform of a succession planning system, however whilst these elements
can be building blocks in the overall approach, these are not sufficient to meet the
need. Research on senior leader recruitment suggests that on the job experience is
the primary defining quality and individuals should be given the opportunity to learn
how to lead when in highly visible roles (Harvard Business Review Sept 2012). In
addition, recent research by Anders Erickson from Florida State University and
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supported by leadership expert Malcolm Gladwell, suggests that it takes 10,000 hours
of quality effortful practice or 10 years of quality experience to become expert in a
leadership role.

8. THE APPROACH

There is a considerable body of evidence to suggest that a vibrant blend of talent
management and succession planning provides an important dual function within an
organisation. It lifts individual performance beyond the impact of conventional
programmes of learning and at the same time provides an assurance of quality and
capability at the point of recruitment into business critical roles. In addition to this, the
evidence suggests that ‘home-grown’ talent, when undertaken effectively, is one
distinguishing feature of world class, top performing organisations.

The National Succession Strategy will be delivered through a managed seven step
process. A supporting framework and toolkit will describe the specifics of each of the
steps, and how they should be adopted at local and national level to create effective
talent management and succession planning processes for NHS Wales and allow
transfer between the local and national pathways. The seven steps are as follows;

Step 1 Identify staffing needs

Step 2 Create talent pools

Step 3 Identify succession pool candidates

Step 4 Develop successor candidates

Step 5 Utilise national reporting capability

Step 6 Identify candidates for vacancies from talent pools
Step 7 Evaluation

This will involve organisations releasing their identified top performers to work across
the whole system during a time of increasing challenges within local services.

The implementation of the strategy will be managed in two distinct ways. The
process for tier 1 and 2 roles, will be managed nationally, through the National
Succession Manager post. All other tiers will be managed in local organisations,
through a local approach to detailed succession planning. Staff who are appointed
into Tier 3 positions will be included within the nationally managed network for
succession to Tier 1 and 2 posts.

This strategy is designed to enable NHS Wales talent and succession approaches to
deliver against the following key principles;

e Ensuring future leaders have experience of the whole system;

e Ensuring broader sector experience, especially social care services

e Facilitating hands-on experience, especially social care services as part of a top
leader’s portfolio;

¢ Acknowledging the importance of being identified from within organisations and
supported, mentored and sponsored to succeed.
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9. EVALUATION AND MONITORING

This strategy will be adopted across all organisations, however specific implementation
of these principles will be unique to meet the demand of each individual organisation.
The performance monitoring will therefore be designed to capture what the
organisations are doing rather than how they are doing it.

Organisations will therefore be asked to report on an annual basis as a minimum

e Whether the organisation have a consistent mechanism in place for succession
planning.

e At what levels of the organisation the mechanism is actively functioning.

e What outcomes the organisation is anticipating and to what extent these are
materialising.

¢ How many leaders are currently in the process.

10. GOVERNANCE

The Succession Strategy at National Level will be sponsored by the Director General
of NHS Wales and the lead Chief Executive for Workforce and Organisational
Development. Operational implementation of the national level (tiers 1 and 2) will be
managed through the National Succession Manager, who will report to the Director of
Workforce and OD lead for this workstream. Ownership at local level for the delivery
of this strategy will be through the Executive Director of Workforce and OD in each
local organisation.

CONCLUSION

Refreshing our national approach to succession planning is a vital step towards
ensuring a future pipeline of outstanding leaders in senior roles across NHS Wales.
When investment in individuals is valued and demonstrated, organisations
demonstrate improved outcomes, better financial results and an engaged workforce,
that is adaptable to shifting conditions with organisations ensuring public confidence
in their future.

An implementation framework and supporting toolkit will support NHS Wales in
delivering this strategy. This will ensure synergy between the national and local
pipelines and to enable a system that creates the cross organisation and cross sector
deployment opportunities NHS Wales needs future leaders to have.

Planning for what is needed now will ensure there is effective leadership capability
and capacity and will support NHS Wales to identify, develop and fully utilise the
potential of our staff as leaders in the delivery of a world-class health service for the
citizens of Wales.
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Notes from meeting with Foula Evans, Head of People and OD and Jeremy Ashdown, Learning and
Development Practitioner, HEIW
HEIW approach to Workforce and Talent Planning

Monday 19 April 2021
Present:
Foula Evans (FE), Head of People and OD
Jeremy Ashdown (JA), Learning and Development Practitioner
Ruth Taylor (RT), Careers & Widening Access Advisor
Emma Carrington (EC), Policy Officer

RT and EC asked to meet with FE and JA to understand the organisation’s approach to workforce and
talent planning as part of their CIPD studies. Having met with Jackie Parsons last week who is
supporting the organisation’s objective by working with partners to improve collective leadership
capacity, specifically for those in tier 3 (assistant/deputy directors) being capable and competent to
move to tier 2 (executive director) positions, this meeting was to gain an understanding of the
organisation’s approach in relation to those in tiers 4 and below, which are the responsibility of
individual organisation’s to manage.

Both JA ad FE explained that there is no formal process within HEIW to identify talent and it does not
identify pools of capable candidates in workforce and talent planning. Whilst it supports the learning
and development of employees to reach their maximum potential, it is down to individuals themselves
to identify suitable roles for themselves and apply following the NHS standard process via application
and interview.

We discussed how potential pools of candidates could be identified, using current processes if HEIW
were to use pools of candidates. The only potentially relevant information available is the annual
appraisal information, which is subjective and based solely on manager interpretation. To identify
pools of candidates would require the People Team to assess every appraisal to identify potential
talent, but with the potential for line manager interpretation and commitment to development to be
inconsistent across the organisation. Using this method would need further supporting tools to ensure
the process was fair and identified all appropriate and capable talent.

There are plans in place to develop an Internal Aspiring Managers programme based on
compassionate leadership principles, which would enable aspiring managers to undergo recognised
training. Whilst this would ensure there are individuals in the organisation with the necessary skills
required to fill these positions, individuals would still need to follow the application process and be
successfully appointed through the recruitment process. The organisation would not solely tap into
this talent pool and would advertise posts on the NHS Jobs website, ensuring fair competition to those
from within and outside the organisation.

We discussed whether any work had been done looking at critical roles. The only role that has
currently been identified as critical is in cyber security, which is listed on the risk register. Another
area to explore would be data analytics.

With the work beginning on the Aspiring Directors Programme, FE and JA explained how it was now
important that HEIW started to look at their succession plans in relation to tier 2 and 3 roles, to enable
us to plan for the future.



Ev4

Draft Aspiring and Current Managers Programme 04022021

Module:

Learning Objectives:

Aimed at:

Menu / Elements:

Skills Acquisition

Compassion Starts with me

The Compassionate Self at an

individual level

Looking at how we view ourselves,
exploring our role, our skills, and our

daily interactions

All HEIW Staff

Who am I?

Wellbeing

Digital Literacy

Agile Working

Report Writing

Decision Making

Valuing Diversity

Experience Cube

Inclusivity at work

Reflective practice
Psychological Safety

Stress Management
Emotional Intelligence
Quality Improvement

ESR and Business Intelligence
Equality Impact Assessments

Self Care

Inclusion

Mindfulness
Emotional Intelligence

Compassionate Relationships at a team

Looking at highly effective team dynamics and
team collaboration and methods of
intervening to support team effectiveness

managerial level

All Aspiring and Current Managers

360 feedback

Colour Insights

Coaching Triads

Healthy Conflict

Working digitally

Unconscious Bias

Managers Toolkit

Manager as Coach

Matrix Management

Managing Budgets

Quality Improvement

RASCI and Group Dynamics
Healthy Working Relationships
Dialogue, Debate and Discussion
High Performing Teams (Lencioni)
Managing Projects (Agile, Prince Il,
Verto)

Coaching

Project Management

People Management

Understanding Teams

(Key: Items in bold are suggested mandatory)

Cultures of Compassion at an
organisational / systems level

Understanding what is key to achieving
transformational change at scale and
disrupting habits with digital, diagnostic,
and dialogic approaches to support this

Senior Managers / Heads of Department

Forecasting

Procurement

Myers Briggs

Scenario Planning
Workforce Planning
Political Sensitivity
Strategic Thinking

Values and Culture
Appreciative Enquiry
Succession Planning
Mental Health First Aid?
Workforce Strategy 2030
Managing Remote Teams
Compassionate Leadership
Five Dysfunctions of a Team
IMTP / Annual Plan Objectives

Mentoring

Strategy and Planning
High Performing Teams
Compassionate Leadership
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HEIW CORPORATE

(Risk
Area)

Risk Description and
Executive Owner

Inherent Risk

Status

Details of risk
If...then...
impact...

None

T | v
: ]

1eduw

High
V. High

Summary of action to date or proposed
action to reduce risk impact or proximity —
this should include a deadline or timetable

for completing actions

e d )
nqeqold
(]

R/A/G
& trend

Apr
2020

I HEIW does not ensure that
all reasonable steps are
taken in respect of cyber
security it may be vulnerable
o a data breach, possible
fines from the Information
Commissioner's Office and
associated bad publicity.

Board Secretary

Low

This requires the implementation of
recommendations highlighted within
HEIW's Cyber Security assessment
report.

This includes the recruitment of a Head of
Cyber Security.

Cyber Security Implementation Plan to be
drafted and implemented

The recommendations within HEIW's
Cyber Security assessment report have
or are being implemented.

The new Head of Cyber Security joined
HEIW on 29 June and has commenced
working on a new Cyber Security
Implementation Plan.

Update 04/03/2021
Activities to support the delivery of the
cyber security plan are underway.
Recent developments

» Access has been granted to the
NHS Wales Security Information
and Event Management (SIEM)
service
A high-level procurement plan has
been submitted to procure a cyber
security eLearning and simulation
service
Work is underway to look at
additional cyber security resource.
Work is underway to setup the
secondary (warm) server to
support the Pharmacy website.
The Cyber Incident Response
Policy has been redrafted and is
ready for Executive review.
Disaster Recovery Plan is
currently under review and being
redrafted.
Other developments:
The cyber security internal audit has
drawn to a conclusion. A draft copy of
the audit report has been distributed for
internal review.

1/12

474/522
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Position Title

Job Role

Destination On

NHS Organisation

Leaving Reason

Leaving

082 Finance and Corporate Services Directorate Business Partner - Management Accountant Manager Unknown Voluntary Resignation - Promotion
082 Director of Workforce and OD Directorate Web Support Officer Officer Other Public Sector Voluntary Resignation - Promotion
082 Medical Director Directorate Data Analyst Analyst Other Public Sector Voluntary Resignation - Promotion
082 Director of Workforce and OD Directorate Workforce Information Officer Officer NHS Organisation 120 Velindre University NHS Trust Voluntary Resignation - Promotion
082 Medical Director Directorate Data Analyst Analyst Other Public Sector Voluntary Resignation - Promotion
082 Director of Workforce and OD Directorate Business Information Systems Support Unit Manager Manager Other Public Sector Voluntary Resignation - Promotion
082 Medical Director Directorate PSU Caseworker Officer Unknown Voluntary Resignation - Promotion
082 Director of Workforce and OD Directorate E-Learning Project Manager Officer Education /Training Voluntary Resignation - Promotion

082 Medical Director Directorate

Head of Specialty Training School Pathology (Associate Dean)

Associate Postgraduate

Education Sector

Voluntary Resignation - Promotion

082 Director of Workforce and OD Directorate Assistant Workforce Planning Manager Manager NHS Organisation 339 North Bristol NHS Trust Voluntary Resignation - Promotion
082 Medical Director Directorate Business Support Manager Manager NHS Organisation 984 Health Education England Voluntary Resignation - Promotion
082 Director of Nursing Directorate Senior Business Support Officer Officer NHS Organisation 120 Velindre University NHS Trust Voluntary Resignation - Promotion
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From: Hilary Hopkins (HEIW)
To: Ruth Taylor (HEIW)
Subject: RE: TWL/International Recruitment Officer recruitment
Date: 28 April 2021 14:31:34
Attachments: image001.ipg
image003.ipg
Hi Ruth,

I am happy to confirm the roles and responsibilities as listed in your e-mail below.
Thank you for all your help and support with the recruitment to this post.

Kind regards,
Hilary

From: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk>
Sent: 28 April 2021 10:58

To: Hilary Hopkins (HEIW) <Hilary.Hopkins2 @wales.nhs.uk>
Subject: TWL/International Recruitment Officer recruitment

Morning Hilary

| would be grateful if you could confirm the roles and responsibilities for the recruitment to the above
post we agreed when we met at the beginning of March.

Hilary

Finalise JD and advert and share with Ruth

Agree interview questions and scenario task

Review top candidates identified from shortlisting
Agree candidates for interview with Ruth

Lead interview panel

Provide outcome and feedback details to candidates

Ruth

Send JD and advert for translation

Upload post to TRAC and submit for authorisation

Identify dates for interviews and a male to support the panel
Share prior interview questions with Hilary

Develop pre-interview scenario test and share with Hilary
Undertake shortlisting and identify top candidates and share applications with Hilary
Agree candidates for interview with Hilary

Upload interview details to TRAC

Send interview invites to candidates once booked in for interview
Sit on interview panel

Manage TRAC process for successful and unsuccessful candidates

Many thanks
BW

Ruth


mailto:Hilary.Hopkins2@wales.nhs.uk
mailto:Ruth.Taylor@wales.nhs.uk









Ruth Taylor ( She/Her)

Careers & Widening Access Advisor

Addysg a Gwella Iechyd Cymru Health Education and Improvement Wales
(AaGIC) (HEIW)

Ty Dysgu Ty Dysgu

Cefn Coed Cefn Coed

Nantgarw Nantgarw

Cardiff Cardiff

CF15 7QQ CF15 7QQ

Ffon: 01443 846380 Telephone: 01443 846380

We: aagic.gig.cymru Web: heiw.nhs.wales

@AaGIC_GIG @HEIW_NHS

yl—:S Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
elay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.


file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales
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Q- NHS
""’*{g""’ GIG

GENERAL RECRUITMENT PROCESS KEY PERFORMANCE INDICATORS,
TARGETS AND RESPONSIBILITIES

(in working days)

TARGET &
RESPONSIBILITY Total
Step Agreed KPI Time
NWSSP HB/Trust/
Manager
Step 1 Time from resignation to submitting vacancy for approval on Trac 5 days 5 days
Step 2 Time to approve/authorise a vacancy 10 days
Time to place adverts live
Step 3 | Quality check and place adverts. Internal on Trac only, external onto NHS 2 days
Jobs and Trac.
Step 4 Time to send applications to a manager after the post closes 2 days
Time to shortlist by manager
Step 5 Score against the person specification in the Trac system. Manager 3 davs
P completes interview gateway on Trac and Recruitment will set interviews up Y Maximum
on the system and invite candidates to interview of 44 days
Step 6 Time to invite candidates to interview 2 days
Time to notify Recruitment of interview outcome
Step 7 - . 3 days
Manager to enter interview outcome onto Trac
Time to send conditional offer letter
Step 8 Recruitment will check original WTE approval so ensure additional approval id 4 davs
P already received if required. References will be requested. OH form is sent] Y
to candidate to complete and return to OH.
Completion of pre-employment checks (PECs)
Appointee to attend a face-to-face meeting to produce ID, Right to Work,
Step 9 Quals/Reg where applicable, complete DBS check. Internal appointees may 25 davs
P have complete records on file, if so, they will only need to complete new OH Y Maximum
form. References will be obtained as appropriate. If different quals/DBS of 27 days
level are required then may need to attend a face-to-face meeting
Step 10 Time to send unconditional offer letter 2 days
- . . . Maximum
Total Time (excluding notice period) 76 days
Step 11 Time to notify Recruitment of Start Date 3 days
Issued on
Step 12 Time for Recruitment to issue contract ST (2R

PLEASE NOTE: All communications by email must be submitted through Trac by entering the Vacancy
Communications tab, in relation to your vacancy. Once an applicant has been appointed, use the Applicant
Communications tab.

Alternatively please phone the Recruitment Help Desk
02920 905353
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From: Hilary Hopkins (HEIW)

To: Ruth Taylor (HEIW)

Subject: RE: TWL/Internal Recruitment Officer recruitment process
Date: 11 May 2021 10:14:36

Hi Ruth,

Yes, your paragraph below, succinctly covers everything we agreed, whilst planning the interviews.
| was so glad to have your help and support with the process and really valued your input.

Kind regards
Hilary

From: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk>

Sent: 10 May 2021 09:29

To: Hilary Hopkins (HEIW) <Hilary.Hopkins2 @wales.nhs.uk>
Subject: TWL/Internal Recruitment Officer recruitment process

Morning Hilary
| am just emailing to confirm our conversations with regard the planning of the above interviews.

We agreed that | would add all documentation and information to TRAC and send for HEIW approval. |
agreed that | would prompt the approvers and ask that they approve asap to enable it to go to the
TRAC Team for final approval within one week. We agreed that the post would be live for 2 weeks to
ensure a good number of applicants. | set time aside to carry out shortlisting the day after advert close
and met with you the following day to confirm successful applicants. We agreed that interviews would
be held w/c 5 April and would be held over 2 days, to allow at least one week’s notice to candidates.

Many thanks
Ruth

Ruth Taylor ( She/Her)

Careers & Widening Access Advisor

Health Education and Improvement Wales
(HEIW)

Ty Dysgu

Cefn Coed

Nantgarw

Cardiff

CF15 7QQ

Telephone: 01443 846380
aagic.gig.cymru Web: heiw.nhs.wales

@HEIW_NHS

NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.


mailto:Hilary.Hopkins2@wales.nhs.uk
mailto:Ruth.Taylor@wales.nhs.uk
file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales
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From: Ruth Taylor (HEIW)

To: Jaci Evans (HEIW)

Subject: FW: Band 4 Officer for TWL

Date: 02 March 2021 12:53:00

Attachments: HEI-2019-0067 - Programme Support Officer TWL .docx

Prynhawn da Jaci
Please could you arrange for the attached JD to be translated?
Diolch

Ruth

Ruth Taylor

Careers & Widening Access Advisor

Health Education and Improvement Wales
(HEIW)

From: Hilary Hopkins (HEIW) <Hilary.Hopkins2 @wales.nhs.uk>
Sent: 02 March 2021 12:53

To: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk>

Subject: Band 4 Officer for TWL

Hi Ruth,
Here is the Band 4 JD and PS. Will get the advert over later.

Thanks so very much for your support.

Kind regards Cofion

Hilary

Hilary Hopkins Hilary Hopkins

Strategic Lead Train.Work.Live. Dirprwy Gyfarwyddwr Gweithlu

and International Recruitment a Datblygiad Sefydliadol

Health Education and Improvement Wales (HEIW) Addysg a Gwella Iechyd Cymru (AaGIC)
Ty Dysgu Ty Dysgu

Cefn Coed Cefn Coed

Nantgarw CF15 7QQ Nantgarw CF15 7QQ

(Ext: (Est:

(External: 01443 (Allanol: 01443
Email:Hilary.hopkins2@wales.nhs.uk E-bost: Hilary.hopkins2@wales.nhs.uk

heiw.nhs.wales


mailto:Ruth.Taylor@wales.nhs.uk
mailto:Jaci.Evans@wales.nhs.uk
mailto:Hilary.hopkins2@wales.nhs.uk
mailto:Hilary.hopkins2@wales.nhs.uk
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fheiw.nhs.wales%2F&data=02%7C01%7CIan.Owen%40gov.wales%7Cb92adb55b51445f204fd08d706c3049e%7Ca2cc36c592804ae78887d06dab89216b%7C0%7C0%7C636985306977411706&sdata=cemoN9wxCKW%2B%2Frkvg4ZcSWuCQPrkHzY6paBxLnF67Vs%3D&reserved=0
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JOB DETAILS:

		Job Title



		Programme Support Officer - TrainWorkLive / International Recruitment (Workforce & OD Directorate)



		Pay Band



		4



		Hours of Work and Nature of Contract



		37.5 – Permanent 



		Division/Directorate



		Workforce & OD Directorate



		Department



		Future Workforce Department



		Base

		Nantgarw











ORGANISATIONAL ARRANGEMENTS:



		Managerially Accountable to:



		[bookmark: _Hlk60321719] Strategic Programme Lead - TWL/International Recruitment



		Reports to: Name Line Manager



		 Campaign and Programme Manager – Train Work Live/International Recruitment



		Professionally Responsible to:



		Strategic Programme Lead - TWL/International Recruitment







HEALTH EDUCATION & IMPROVEMENT WALES VALUES

RESPECT FOR ALL – in every contact we have we have with others

TOGETHER AS A TEAM – we will work with colleagues, across NHS Wales and with partner organisations

IDEAS THAT IMPROVE – harnessing creativity and continuously innovating, evaluating and improving

































DUTIES/RESPONSIBILITIES:

		

Job Summary/Job Purpose:



The Project Support Officer will be responsible for the planning, delivery and implementation of significant elements of the TrainWorkLive / International Recruitment programme of work, which will also include work under the Global Health Initiative. 



 The post holder will be responsible for specific elements of project plans and the delivery and progress of elements of the projects which are within their remit.



The post holder will be required to maintain constructive relationships, as part of the Workforce & OD Directorate across all functional areas within HEIW and with a broad range of internal and national external stakeholders such as education providers, Social Care Wales, senior staff within Local Health Boards/Trusts and also within Royal Colleges and professional regulators e.g. GMC, NMC









		This post holder will be responsible for:



Providing support to the TrainWorkLive / International Recruitment Strategic Lead and the Programme Manager, undertaking designated requests for task and activity management, that are appropriate to the grade.  



Support the delivery, administration and management of the TrainWorkLive / International Recruitment programme including project groups, stakeholders’ groups, plus, campaign attendance at exhibitions and events. The officer will support the Programme Manager, senior staff across the health and social care system, and other external stakeholders, to successfully progress actions against identified priority areas.



Provide responsive and efficient administrative support to the Strategic Programme Lead and the Programme Manager, working with the highest levels of professionalism and effective communication skills, in order to coordinate highly sensitive, complex and confidential information with a broad range of individuals including Executives, Senior Clinical Staff, Senior Managers within HEIW, Government Officers and officials within regulatory bodies.



This post holder will be responsible for:



Supporting, the TrainWorkLive / International Recruitment programme team in their day to day delivery of work. 

Supporting the Programme Manager in all aspects of the programme from initiation to implementation, monitoring, reporting and evaluation.  

The coordination, gathering and collation of regular updates from internal and external stakeholders.

Maintenance of project reporting including the maintenance of risk registers, issue logs and highlight reports.  Ensuring that all risks and issues are monitored and escalated to the Programme Manager if required.

Supporting the development and maintenance of TrainWorkLive / International Recruitment Programme tracking tools, including excel spreadsheets and document recording on share point. 

Design and maintenance of knowledge management and information sharing resources

Application of high level of analytical skills and attention to detail, particularly in monitoring of a large number of project components.  Also, to support in the collation and analysis of complex information from multiple sources to advance, monitor and evaluate progress of work streams.

Gathering, analysing and interpreting information to assist the TrainWorkLive / International Recruitment work programme colleagues to ensure deadlines are consistently achieved.

Production of reports and delivery/participation in presentations as and when required.

Management, organisation and support, associated with the planning of a range of meetings, booking venues, producing rota to staff our TWL stands at events, preparing organisational business papers, producing agendas, taking minutes and providing briefings.  Arranging courier services to ensure our physical collateral arrives at events on time and is collected and returned to base after each event. 

Organisation and administration of meetings ensuring the corporate HEIW style is maintained for all meeting arrangements; and including, where applicable, co-ordination of travel, accommodation and catering requirements.

Building and developing a wide network of contacts to ensure effective information, using excellent negotiation or engagement skills, empathy persuasion and co-operation.

Working without direct supervision, using initiative to make decisions about the handling of matters, and sound judgement to seek advice or alert Senior Team members when appropriate.  

Demonstrating competent IT skills using all office packages

Ensuring own workload is managed effectively to deliver against business priorities in a timely manner; being flexible, open and ready for frequent change

Working independently and using own initiative to manage workload, prioritising accordingly to ensure deadlines and targets are consistently met

Undertaking every opportunity to maintain and develop personal knowledge.

Acting in ways which are compliant with the General Data Protection Regulation (GDPR) and consistent with legislation, policies and procedures for maintaining personal and others health and safety.

Demonstrating support of others during times of change and work with others to overcome times of difficulty, problems and tension and work to resolve.

 Provide information as part of induction to support new team members, and regularly communicate with member of the team to ensure accurate and timely feedback.



Monitor progress of defined aspects of specific projects and business processes, identifying problems or opportunities



Provide administration support to those undertaking research, such as requesting of information e.g. for Global Health Initiative, MTI sponsor Schemes.  



Undertake and support audits and survey necessary to the post holders work i.e. the effectiveness of various support to agreed work plans, successfulness of programme events / conferences / campaigns / initiatives. 



Manage, organise and support the planning of meetings, events, conferences and campaigns, working within a set budget to book venues and arrange equipment 



Manage the co-ordination and dissemination of resources; including communications, marketing and recruitment materials, educational resources, promotional materials for events.  



Carry out other administrative tasks that fall within the competencies of the post holder in order to provide cover where required 



Participate in team, professional and personal development activities and promote commitment to continuous development and improvement
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PERSON SPECIFICATION





		ATTRIBUTES

		ESSENTIAL

		DESIRABLE

		METHOD OF

ASSESSMENT



		Qualifications

and/or Knowledge





		· Level 4 Qualification e.g. Diploma, NVQ in business administration, or equivalent experience. 

· Knowledge of administrative and clerical processes and procedures, along with managerial knowledge, project monitoring and standard office practices

· Evidence of recent and relevant continuous professional development.

		· [bookmark: _GoBack]Project Management qualification 

· Understanding of NHS.

· Understanding of the governance of NHS and public sector bodies.

		Application form and pre-employment checks



		Experience







		· Sensitive handling of contentious issues/enquiries.

· Experience of drafting high quality correspondence on behalf of others and able to produce clear and accurate documents.

· Experienced in taking and producing accurate minutes/notes of meetings and actions.

· Managing and developing office systems 

· Handling confidential and sometimes contentious/sensitive information. 

· Significant skills in utilising Microsoft Office packages. 

· An understanding of Project Management principles. 

· Ability to work with people at all levels, internal and external to the organisation. 

· Evidence of problem solving skills.

· Dealing with multiple demands in short deadlines. 

· Able to deal with varied situations with tact and diplomacy. 

· Ability to work in a high pressurised environment and work to deadlines. 

· Able to develop strong multidisciplinary relationships.

		· Experience of working in a large complex organisation, NHS or education preferable.

· Knowledge of partnering organisations both public and private sector.

· Experience of monitoring financial budgets.



		Application form and interview



		Aptitude and

Abilities





		· Comfortable with handling confidential information and handle sensitive matters diplomatically and discreetly.

· Ability to build positive, professional, appropriate, proactive and supportive relationships with stakeholders/colleagues.

· Professional and focussed.

· Conscientious with a high attention to detail, systematic in approach to planning and delivery.

· Organised with excellent time management skills

· Flexible and responsive to change, comfortable with working in a fast-paced environment.

· Personable and supportive.

· Advanced IT skills in Microsoft office packages

· Organisational skills that ensure timescales and objectives are met

· Passion for improvement and takes responsibility to continuously drive service improvement

		· Ability to speak and write in Welsh 

		Interview



		Values



		· Demonstrates a positive ‘can do’ attitude and will proactively address problems.

· Ability to work as part of a team 

· Ability to use initiative/judgement to critically analyse, when dealing with and resolving complex enquiries/problems from internal and external bodies, seeking appropriate advice or assistance where appropriate.

· Ability to interact in a friendly and professional manner with colleagues and stakeholders.

· Ability to act in a confident and professional manner, maintaining confidentiality at all times.

		

		Application Form

Interview

References





		Other



		

		

		Application form and interview



		GENERAL REQUIREMENTS	



Include those relevant to the post requirements



· Values:  All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation.



· Registered Health Professional:  All employees who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration. 



· Healthcare Support Workers:  Healthcare Support Workers make a valuable and important contribution to the delivery of high quality healthcare.  The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within NHS Wales.  Health Care Support Workers are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.



· Competence:  At no time should the post holder work outside their defined level of competence.  If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor.  Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.



·  Learning and Development: All staff must undertake induction/orientation programmes at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date.  Where considered appropriate, staff are required to demonstrate evidence of continuing professional development. 



· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.  



· Health & Safety:  All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  The post holder is required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment.  The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.



· Risk Management:  It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions.  This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.



· Welsh Language:  All employees must perform their duties in strict compliance with the requirements of their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language in their dealings with the public.



· Information Governance:  The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties.  This will in many cases include access to personal information relating to service users.  



· Data Protection:  The post holder must treat all information, whether corporate, staff or patient information, in a discreet and confidential manner in accordance with the provisions of the General Data Protection Legislation and Organisational Policy.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation and the HB or Trust Disciplinary Policy.



· Records Management:  As an employee of this organisation, the post holder is legally responsible for

all records that they gather, create or use as part of their work within the organisation (including

patient health, staff health or injury, financial, personal and administrative), whether paper based or

on computer.  All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation).  The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.



· Equality and Human Rights:  The Public Sector Equality Duty in Wales places a positive duty on the HB/Trust to promote equality for people with protected characteristics, both as an employer and as a provider of public services.  There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation.  The HB/Trust is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of the above grounds.  To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.



· Dignity at Work:  The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect.  All staff are requested to report any form of bullying and harassment to their Line Manager or to any Director of the organisation.  Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.



· DBS Disclosure Check:  The post holder does not require a DBS Disclosure Check. 



1. Safeguarding Children and Adults at Risk:  The organisation is committed to safeguarding children and adults at risk.  All staff must therefore attend Safeguarding Children & Adult training and be aware of their responsibilities under the All Wales Procedures.



· Infection Control:  The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections.  This responsibility includes being aware

of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies and Procedures.



· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust sites, including buildings and grounds, are smoke free.











Flexibility Statement:  The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.
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Organisational Chart



The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above and below.



Complete, add or delete as appropriate the text boxes below showing the organisational relationships.





Deputy Director of Workforce and Organisational Development









Strategic Programme Lead





Head of Careers and Widening Access





Head of Data

and 

Analytics





Workforce Programmes

Manager





Head of Workforce Strategy and Planning 

Strategic Programme Lead - TWL/International Recruitment











Campaign and Programme Manager – TrainWorkLive/

International Recruitment









Programme Support Officer - TrainWorkLive / International Recruitment

(this post)
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Job Title:   Programme support Officer Workforce & OD Directorate



Supplementary Job Description Information



Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.



Physical Effort



This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.  



Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are detailed, such as:



‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B.  Walking /driving to work is not included’



		Examples of Typical effort(s)

		How often per day / week / month

		For how long?

		Additional Comments



		This post is office based with VDU use almost continuously 

		Daily

		Duration of working day

		











Mental Effort



This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.



Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day, e.g. :



‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.





		Examples of Typical effort(s)

		How often per day / week / month?

		For how long?

		Additional Comments



		Workload pressures with competing demands.

		Daily

		For whole shift

		



		High levels of concentration minuting meetings and transcribing information.





		

		

		



		Dealing with frequent interruptions.

		

		

		



		Use problem solving and creative thinking to deal with operational strategic challenges.

		

		

		

























Emotional Effort



This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are generally considered to be distressing and/or emotionally demanding.  



Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with.  



For example,’ processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of Violence is measured under Working Conditions





		Examples of Typical effort(s)

		How often per week / month?

		For how long?

		Additional Comments



		Political awareness in dealing with NHS Wales, Welsh Government and Local Authorities.





		Monthly

		Ongoing

		














Working Conditions 



This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.



Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for how long they are exposed to them during a working day / week / month.  



Examples are – use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and from work is not included





		Examples of Typical Conditions

		How often per week / month?

		For how long?

		Additional Comments



		Working for long periods on a computer.

		Daily

		All shift

		



		Travel to events and potentially to national meetings.

		Monthly

		Day

		







image1.png
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PERSON SPECIFICATION
ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications e Level 4 Qualification e.g. e Project Application form and pre-
and/or Diploma, NVQ in business Management employment checks
Knowledge administration, or equivalent qualification
experience. e Understanding of
e Knowledge of administrative NHS.
and clerical processes and e Understanding of
procedures, along with the governance of
managerial knowledge, NHS and public
project monitoring and sector bodies.
standard office practices
e Evidence of recent and
relevant continuous
professional development.
Experience e Sensitive handling of e Experience of Application form and
contentious issues/enquiries. working in a large | interview
e Experience of drafting high complex
quality correspondence on organisation, NHS
behalf of others and able to or education
produce clear and accurate preferable.
documents. e Knowledge of
e Experienced in taking and partnering
producing accurate organisations both
minutes/notes of meetings public and private
and actions. sector.
e Managing and developing e Experience of
office systems monitoring
e Handling confidential and financial budgets.
sometimes
contentious/sensitive
information.
e Significant skills in utilising
Microsoft Office packages.
e An understanding of Project
Management principles.
e Ability to work with people at
all levels, internal and
external to the organisation.
e Evidence of problem-solving
skills.
e Dealing with multiple
demands in short deadlines.
e Able to deal with varied
situations with tact and
diplomacy.
e Ability to work in a high
pressurised environment and
work to deadlines.
e Able to develop strong
multidisciplinary
relationships.
Aptitude and e Comfortable with handling e Ability to speak Interview
Abilities confidential information and and write in Welsh




handle sensitive matters
diplomatically and discreetly.
Ability to build positive,
professional, appropriate,
proactive and supportive
relationships with
stakeholders/colleagues.
Professional and focussed.
Conscientious with a high
attention to detail,
systematic in approach to
planning and delivery.
Organised with excellent time
management skills

Flexible and responsive to
change, comfortable with
working in a fast-paced
environment.

Personable and supportive.
Advanced IT skills in
Microsoft office packages
Organisational skills that
ensure timescales and
objectives are met

Passion for improvement and
takes responsibility to
continuously drive service
improvement

Values

Demonstrates a positive ‘can
do’ attitude and will
proactively address
problems.

Ability to work as part of a
team

Ability to use
initiative/judgement to
critically analyse, when
dealing with and resolving
complex enquiries/problems
from internal and external
bodies, seeking appropriate
advice or assistance where
appropriate.

Ability to interact in a friendly
and professional manner with
colleagues and stakeholders.
Ability to act in a confident
and professional manner,
maintaining confidentiality at
all times.

Application Form
Interview
References

Other

Application form and
interview

GENERAL REQUIREMENTS

Include those relevant to the post requirements




Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life
and to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body,
to enable them to practice within their profession, are required to comply with their code of conduct
and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important
contribution to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales
describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers
employed within NHS Wales. Health Care Support Workers are responsible, and have a duty of care,
to ensure their conduct does not fall below the standards detailed in the Code and that no act or
omission on their part harms the safety and wellbeing of service users and the public, whilst in their
care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they
doubt their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own
personal safety and that of others who may be affected by their acts or omissions. The post holder is
required to co-operate with management to enable the organisation to meet its own legal duties and
to report any hazardous situations or defective equipment. The post holder must adhere to the
organisation’s Risk Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the
organisation that they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements
of their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh
language in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General
Data Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered
a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should




consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: The post holder does not require a DBS Disclosure Check.

Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding
children and adults at risk. All staff must therefore attend Safeguarding Children & Adult
training and be aware of their responsibilities under the All Wales Procedures.

Infection Control: The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control
Policies and Procedures.

No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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Morning Hilary

| have finished the shortlisting and have identified 5 - 7 candidates suitable for interview. All these

candidates score 29 or more out of 38 for essential criteria. The candidates below scored 21 or under,

so there was a big gap between the good and poor applications.

I've attached the 7 applications for you to review and added my comments and scoring to the top of

each one. | would be inclined to have the cut off at 30 and only interview 5, but you may feel we
should do all 7 as the scoring is so close and those at the lower end have different skills that can bring

different things to the role.

We can discuss and finalise later and | can then set up the interviews.

BW

Ruth

Ruth Taylor

aagic.gig.cymru

NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any

delay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn

creu unrhyw oedi.

Careers & Widening Access Advisor

Health Education and Improvement Wales
(HEIW)

Ty Dysgu

Cefn Coed

Nantgarw

Cardiff

CF15 7QQ

Telephone: 01443 846380
Web: heiw.nhs.wales

@HEIW_NHS


mailto:Ruth.Taylor@wales.nhs.uk
mailto:Hilary.Hopkins2@wales.nhs.uk
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Application for employment

Details entered in this part of the form will be made available to the shortlisting panel. Please make sure that you have read the job description and person specification before
completing the application form, and ensure that your answers clearly and honestly demonstrate how your skills and experience are relevant to the post for which you are applying.

Education & professional qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Subject/Qualification Place of study Grade/Result Year obtained
BA Hons Marketing University of South Wales 21 2018
BTEC Level 3 Business Studies Treorchy Comprehensive Sixth Form D*D* 2015
A Level Welsh 2nd Language Treorchy Comprehensive Sixth Form B 2015
Welsh Baccalaureate Treorchy Comprehensive Sixth Form Distinction 2015
GCSE Maths Treorchy Comprehensive School C 2013
GCSE English Language Treorchy Comprehensive School C 2013
GCSE Welsh 2nd Language Treorchy Comprehensive School A 2013

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.

Course title Training provider Duration Year completed

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your professional registration status
| do not have the relevant UK professional registration

Professional body
If other please provide details below

Membership / Registration number
[HIDDEN]

Expiry / renewal date

NHS Service

Start date of July 2019
continuous NHS
service (if applicable)
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Months since most
recent employment
ended (if applicable)

Employer/activity history

Please record below the details of your full employment history beginning with your current or most recent first. Up to 10 previous employments can be
entered here. If required, please provide additional information regarding your employment history within the 'Supporting Information' section.

Employer name
Employer address

Type of business

Reporting to (job
title)

Telephone
Your job title
Start date

End date

Grade

Salary

Period of notice

Cwm Taf Morgannwg Health Board

Tonteg Child and Family Clinic
Church Road

Tonteg

CF38 1HE

01443 443008
Support Secretary
July 2019

3

Reason for leaving (if applicable)
| am currently looking for a new challenge where | can develop my career and utilise my skills and knowledge from completing a degree in the
Business industry whilst being able to remain working in the NHS.

Brief description of your duties & responsibilities

My current job role requires me to co-ordinate out-patient clinics, follow up appointments and contribute to maintaining external and internal
waiting lists for Clinical Teams within CAMHS. | manage the diaries of doctors and nurses within the teams, complete monthly and quarterly
statistics, deal with patient and external agency queries and conduct daily administrative duties.

Employer name
Employer address
Type of business

Reporting to (job
title)

Telephone
Your job title
Start date
End date

Home Bargains

Liwynypia Road, Tonypandy
Retail

Sales assistant

01443441216
Sales assistant
June 2016
June 2018

Grade
Salary
Period of notice

Reason for leaving (if applicable)
To further my career and have the opportunity to be able to develop and utilise my skills and knowledge in another work sector.

Brief description of your duties & responsibilities
| have experience of working in a very busy and fast paced retail store. Duties included dealing with customer queries and complaints daily in
order to ensure they are satisfied, Handling money on a daily basis and organising stock both in the warehouse and on the shop floor.

WJEC
245 Western Avenue, Cardiff.
Welsh exam board

Employer name
Employer address
Type of business

Reporting to (job
title)

Telephone
Your job title
Start date May 2018
End date July 2018
Grade 3
Salary
Period of notice

Administration Assistant

Reason for leaving (if applicable)
Role was only temporary.

Brief description of your duties & responsibilities
| have worked as an administration assistant for the WJEC exam board during the busy exam period. Duties included being the first port of call
for constant queries and admin support via email and telephone. | used Microsoft Office programmes and office management systems and
databases. | dealt with confidential information on a daily basis. | was constantly required to be organised and to be able to work under
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pressure in a very busy office environment. The job required me to communicate in both English and Welsh Language.

Gaps in employment

If you have any gaps within your employment history, please state the reasons for the gaps below.

Supporting information

Supporting Information Fields marked with an asterisk are mandatory

In this section you need to demonstrate that you have read the published person specification and how you meet the essential and (where relevant) desirable criteria for this particular
post, if this has not been fully covered in the previous sections.

Please include your reasons for applying and take the opportunity to highlight your particular talents and strengths, (what you feel you can personally offer - what is unique to you -
what sets you apart from your peers).

Please DO NOT include personal details or duplicate information already provided elsewhere in your application.

Supporting information
| graduated from the University of South Wales in 2018 with a 2:1 in Marketing. Since graduating | have been working in the Child and Adolescent
Mental Health Services in the Cwm Taff Morgannwg University Health Board.

| am currently working as a Band 3 Support Secretary in CAMHS. My role requires me to oversee the work and diaries of the nurses and doctors and
overall running of the teams in CAMHS. | am required to organise their diaries, process a high volume of referrals and deal with queries from internal
and external agencies.

| have had experience of working in 2 separate teams within CAMHS as a Support secretary — Secondary core CAMHS and the Young People's Drug
and Alcohol Service (YPDAS). Whilst working on the YPDAS | was required to prepare monthly and quarterly statistics for the team. As well as
relaying on information, statistics and reports to the Welsh Assembly Government. | have experience of using Myrddin ranging from formatting letters
for clinicians to running statistics (TCI’s) to viewing patient information. | am also required to use Microsoft programmes on a daily basis including
word and excel. | manage internal and external waiting lists which are stored on a database and | am constantly required to manage and retrieve
information from them to book appointments and observe waiting list times and dates. | can quickly adapt to new IT systems and have good IT skills
as demonstrated whilst completing my business degree and studying Business Management at A Level.

| started my role in the NHS as a Clinic Co-ordinator for the Secondary CAMHS team. As a Clinic Co-ordinator my role was to ensure that all files for
daily clinics were pulled in advance. This is done by using WPAS/Myrddin to monitor clinician’s diaries and booking clinics to correspond with these
diaries. Since starting in 2019 | have been determined to progress throughout the service, which | have done and aim to continue in doing so.

| have experience of organising meetings and taking minutes in weekly meetings and | have recently been given the opportunity to be able to sit on
an interview panel for a Band 2 role within my current place of work. This is something | requested to be part of because | wanted the opportunity to
be able to experience this and show that | want to progress within the service.

| am applying for this role as a ‘Train Work Live and International Recruitment Officer as working in the job description really appealed to me and
since graduating | have had the aim of working the recruitment and workforce environment. It is an area that | am keen to work in because | feel that
it will be fast paced and an environment where | can adapt my skills and knowledge developed throughout my time as a business student. | also feel
that my current role has given me the qualities to be able to work within this environment. | am professional, a fast learner and can quickly adapt to
new tasks and responsibilities. Although this role is much different to anything | have done in my current job role in the NHS, | feel that my degree of
completing analytical work and research project will have given me the skills to focus on a role that requires a high level of attention to detail and
organisational skills.

With many different responsibilities, organisational skills are an important attribute of my current role. | feel that | am an organised person and my
time at University put my organisational skills in to practice whilst having to balance and complete assignments, exams and a dissertation and meet
deadlines. | am aware of the constant busy environment in which | work and without being organised clinics would not be able to run on a day to day
basis.

Having to work under pressure is a constant in my current role and is something | thrive off. The office is a busy place and | share an office with many
people doing different job roles. This makes me aware of how important each and every role in CAMHS is and | am always willing to help with other
tasks if needed. | will always do my best to help out with other teams within the directorate and liaise with these other teams. Although the ways of
work within these teams is completely different to my current role, | can quickly learn and adapt to this. This gives me the opportunity to explore new
roles and ways of working.

| have built strong working relationships with my colleagues and | enjoy working with different people across the directorate including other admin
staff, nurses, consultants and the managers and am constantly learning from these people. One day | aspire to work in a managerial role and try to
communicate and observe management in CAMHS to try to learn and progress myself.

| am confident to work both in a team and on my own. | am comfortable in communicating with members of staff from different backgrounds.

| thrive off working in a challenging environment and no two days are the same in CAMHS. The fast paced office environment means that my role can
often be challenging and | will face many interruptions and distractions on a daily basis. This can vary from answering phone calls to having to deal
with constant queries from clinicians and other admin staff. Being able to balance workload is something | currently have to do to and | will always
ensure to complete every task | am faced with to the best of my ability, whilst not being afraid to ask from support from my colleagues if needed.

| have a professional telephone manner and will deal with numerous telephone calls on a daily basis. These can vary from having to find out
information about a patient from a parent/GP or an external service such as Social Workers or Children’s services. Ensuring that | adhere to GDPR
guidelines | will always check patient information and make sure that the person has had permission to call. | know this will be important when dealing
with staff and applicants personal information in this role | am applying for. | am aware of the importance of providing helpful and correct information
over the telephone. | have dealt with phone calls from patients and parents who have been emotionally distressed and will always remain
professional and do everything | can to ensure that the issue gets dealt with. Working with highly sensitive and confidential information is something |
deal with every day and | am aware of the importance of this and having to work discretely and practice confidentiality.

Working in the NHS has allowed me to appreciate the hard work that goes on behind the scenes. | feel grateful to be able to play a part in working for
the NHS, especially during the challenging Covid-19 pandemic and am taking this opportunity to be able to progress and develop within the NHS.
Completing my degree is my proudest achievement to date and | feel that this role is something that | can make it worth my hard work and dedication.
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Welsh language

Can you speak and
understand spoken
Welsh?

Please select the
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh?

Please select the
level that best fits
your ability to read
Welsh:

Can you write in
Welsh?

Please select the
level that best fits
your ability to write
in Welsh:

Yes

Level 2

Yes
Level 2

Yes

Level 2

Further questions

The questions in this section are customised to the post for which you are applying.

If you are currently studying, please provide your expected Qualification date?

N/A

Are you currently working for this organisation on a Bank only basis (ie you don’t work for this organisation in any other capacity)?

No

Would you like your interview and /or assessment to be held in Welsh?

No

Armed forces

Are you a member of the Armed Forces community?

No
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Application for employment

Details entered in this part of the form will be made available to the shortlisting panel. Please make sure that you have read the job description and person specification before
completing the application form, and ensure that your answers clearly and honestly demonstrate how your skills and experience are relevant to the post for which you are applying.

Education & professional qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Subject/Qualification Place of study Grade/Result Year obtained
Bsc (Hons) Psychology University of South Wales 21 2019
Health Sciences Pembrokeshire College DDD 2016
MSc Social Science research methods Cardiff University Merit 2020

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.

Course title Training provider Duration Year completed

Research Discovery Internship University of South Wales 1 year 2018

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your professional registration status
Not required for this post

Professional body
If other please provide details below

Membership / Registration number
[HIDDEN]

Expiry / renewal date

NHS Service

Start date of
continuous NHS
service (if applicable)
Months since most

recent employment
ended (if applicable)

Employer/activity history

Please record below the details of your full employment history beginning with your current or most recent first. Up to 10 previous employments can be
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entered here. If required, please provide additional information regarding your employment history within the 'Supporting Information’ section.

Employer name
Employer address

Type of business
Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Salary

Period of notice

Reason for leaving (if applicable)

Brief description of your duties & responsibilities
During my studies for my master’s degree, | undertook a role on the Welsh Government Reception. As part of this role | am a member of the
facilities team at reception of the Welsh Government Crown Building. This role includes requirements of great customer service, managing
visitors, creating conference bookings, visitor and contractor visitor pass statistic management to support the safety and security within the
government building. Moreover, managing emails and request for booking meetings for members of staff is a key aspect of this role. Each
administrative task is met efficiently using Microsoft skills and each interaction is met with effective customer service skills using my bilingual
ability (Welsh and English).
As | aim to continuously improve my abilities within this role, | have helped develop staff rotas and record annual leave of staff alongside my
manager. | have also received fire marshal training and an introductory certificate for British Sign Language. | have also received door
supervisor training to support the security team. Finally, | have started a facilities management level 3 course with Gower College in order to
improve my knowledge and skills to progress within my career. Furthermore, VINCI have provided opportunities to gain further certificated
qualifications which | have completed (e.g. manual handling, wellbeing, understanding contracts etc.)

Employer name
Employer address

Type of business

Reporting to (job
title)

Telephone
Your job title
Start date

End date

Grade

Salary

Period of notice

Reason for leaving (if applicable)
Placement hours were met for the module.

Brief description of your duties & responsibilities
During my time in Cardiff University | undertook placement within cognitive psychological research. For my first placement | worked with a
member of staff to collect cognitive data from participants for working memory load. During this | used personalised software to run the data
collection to then analyse the data using SPSS. During this, | overlooked the participant recruitment process using the Cardiff University online
recruitment site. For this | managed my time effectively to book in each participant for the 1hr 30min time slots to conduct the tests. |
introduced each participant to their tasks and remained with them through their practice runs and their consent forms. After the task was
complete | coded the data into the relevant folder depending in the timeframe of working memory. Finally, i aided in the analysation of the data

using SPSS.

My second placement consisted of data analysation of speech onset data for word prediction and production. Within this role | coded verbal
data into relevant categories using Praat in order to analyse using SPSS. This would then record each dataset to investigate whether the
cognitive processes of word production was effected by word predictions. For this placement | was pushed out of my comfort zone as my main
passion for psychology is in clinical. Therefore, for this role i had to carry out further literature research to understand the field and why this
project was significant for future research in language. This experience allowed me to gain new skills and understanding in different methods
of research outside of clinical and health psychology research.

Employer name
Employer address
Type of business
Reporting to (job
title)

Telephone

Your job title
Start date

End date

Vinci Facilities
Welsh Government
Crown Building
Cathays

Cardiff

Government
Receptionist

Receptionist
August 2019

12000
1 month

Cardiff University

Cardiff University
CF10

University
Placement Student

Placement Student
September 2019
September 2020

University of South Wales with The Road Safety Trust
University of South Wales

University Trust

Research Intern

Research Intern
March 2017
July 2018
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Grade
Salary volunteer
Period of notice

Reason for leaving (if applicable)
Internship was completed

Brief description of your duties & responsibilities
During this role | was an intern within the university as part of The Road Safety Trust to research and develop an online application for road
safety within primary school children. As part of this internship | undertook taught session of all factors which are key for carrying out an
effective and successful research project alongside hands on experience with a real word research project with The Road safety Trust. For this
| undertook background research into the literature on the use of virtual reality headsets for children. As this was overlooked by my supervisor,
| gained understanding of the importance of significant and relevant research for research proposals. Furthermore, | gained experience within
the funding of the project as | overlooked the funding applications and management for the project itself with my supervisor, then finished my
internship by presenting the findings within a conference.

Employer name St. David's Care in The Community
Employer address St Davids, Pembrokeshire, Wales, SA62 6QH
Type of business Care Services
Reporting to (job Volunteer
title)
Telephone 01437 720 003
Your job title Volunteer
Start date September 2014
End date March 2015
Grade
Salary
Period of notice

Reason for leaving (if applicable)
| had completed my placement module for my college course.

Brief description of your duties & responsibilities
As part of my level 3 health sciences course | was required to complete 6hrs of work placement in a health or care setting. | decided to carry
out my placement within St. David's care in The Community as they had a range of clients with neurodiverse profiles and mental health
conditions. As a volunteer | developed weekly projects for the clients to improve their everyday skills. For example, | conducted a "grow your
own produce" project with a group of clients where they each had a small area of an allotment to grown some vegetables. They would then
document the growth of their vegetables on a computer to improve their small motor skills (e.g. typing) and understanding of ICT skills (e.g.
opening microsoft word). This experience allowed me to develop organisation skills whist planning educational projects. This also allowed me
to gain hands on experience with adults with debilitating mental health conditions and neurodiverse profiles. This role allowed me to gain
insights in the day-to-day lives fo the clients of St. David' care in The Community and the significant difference patient specific care can have
on an individual.

Gaps in employment

If you have any gaps within your employment history, please state the reasons for the gaps below.
Any gaps within my employment are due to education.

Supporting information

Supporting Information Fields marked with an asterisk are mandatory

In this section you need to demonstrate that you have read the published person specification and how you meet the essential and (where relevant) desirable criteria for this particular
post, if this has not been fully covered in the previous sections.

Please include your reasons for applying and take the opportunity to highlight your particular talents and strengths, (what you feel you can personally offer - what is unique to you -
what sets you apart from your peers).

Please DO NOT include personal details or duplicate information already provided elsewhere in your application.

Supporting information
| am an enthusiastic and ambitious individual from a small village in Pembrokeshire. | am a recent graduate of a master’s degree in social science
research methods from Cardiff University and searching for a career where | can use my skills. | am a first language in both Welsh and English, and |
feel strongly in using both languages in my profession and everyday life. | consider myself a perfectionist as | continue to push myself to improve. |
aim to achieve a career within an organisation which has aspects of challenge as | strive to better myself and my skills. | have a passion for research
and healthcare in the field of psychology and hope to enter a career where | can make a difference in this area.
My passion for healthcare and psychology began during my college placement in St. David’s Care in the Community. During this placement | was
placed with adults with neurodiverse profiles and/or brain damage disabilities. As part of my placement project | both cared for the individuals and
developed weekly/monthly projects for the clients to complete. For example, my main project with a client was to grow fresh produce and flowers.
This allowed my client to improve their fine motor skills which they had difficulties with due to their disability. At the end of the project the client and |
created a folder the progress of the garden as a sense of achievement for the client to show to their family. This project allowed me to gain and
improve my approaches to barriers to communication by learning how to use PECS and the importance of body language. From this experience
within St. David’s Care in the Community | felt a passion to further my knowledge of the human behaviour and the brain by undertaking an
undergraduate degree in psychology.
My skills have also been challenged within my internship to meet projects timelines to ensure the funding requirements are being met. My ability to
respond to quickly changing demand has been challenged recently during the COVID-19 pandemic and my role within the government has changed
drastically. My duties have changed on a daily basis to meet new government guidelines, lockdown and company procedures such as the use of
personal protection equipment, the maintenance of what members of staff return to the building and ensuring that staff are well informed of each
procedure.
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| have used my ICT and Office 365 skills as my role as a receptionist to make bookings, organise visitors, constructing signing-in/out sheets and
recording visitor statistics. However, | have developed an extensive knowledge of ICT during my degrees in order to analyse data using Excel, SPSS,
STATA, Praat, and R. my assignments have required a good knowledge in these areas to meet the criteria. | have an excellent understanding of all
Microsoft features and | am very confident in using my skills, especially within the management of data and statistics. | have used these in order to
manage, analyse and present data within my dissertations and work experience within the universities. As part of my final year of my undergraduate
degree | assisted in the planning of a learning conference presenting the importance of research ethics. | worked with my module supervisor in order
to recruit students to present their ethics in a poster format for visitors to walk around within a lecture hall and ask each student questions on their
ethical reasoning behind their projects. | assisted in advertising the event on social media, planning the arrangement of the presenters, and booking
technical equipment (e.g. microphones and speakers). | also planned for each presenter to include a fun task to draw students and visitors into the
importance of ethical research. This included quizzes rewarded with sweets

My accuracy skills and attention to detail have continuously improved throughout my degrees in order to complete essays and reports to a high
standard. These were especially challenged during my Final year dissertations for both my undergraduate and master’s degree. My independent
research projects have required significant attention to detail for the research design, critical analyses of previous literature to analysing and
interpreting the participant data collected for the project. Furthermore, my dissertation research projects have allowed me to use my organisational
and planning skills in full as | was required to meet time limitations alongside collection participant data from over 200 participants. Working with a
large participant pool has given me the ability to use and improve my communication skills to meet different language capabilities. This then inspired
me to complete a British Sign language course which | completed in October 2020.

Welsh language

Can you speak and Yes
understand spoken
Welsh?

Please select the Level 5
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh? Yes

Please select the Level 5
level that best fits
your ability to read
Welsh:

Can you write in  Yes
Welsh?

Please select the Level 5
level that best fits
your ability to write
in Welsh:

Further questions

The questions in this section are customised to the post for which you are applying.

If you are currently studying, please provide your expected Qualification date?

N/A

Are you currently working for this organisation on a Bank only basis (ie you don’t work for this organisation in any other capacity)?

No

Would you like your interview and /or assessment to be held in Welsh?

No

Armed forces

Are you a member of the Armed Forces community?

No
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Applicant 61930412

Good candidate. Evidence of majority G |G Addysg a Gwella lechyd
of effsential criteria. No evidence of Cymru (AaGIC)
drafting correspondence, PM or note N H S :

Health Education and

taking.
0 Improvement Wales (HEIW)
E29/38 6/12

Application for employment

This application form was completed on the jobs.nhs.uk site and then imported into this system. The layout and question wording may
differ from applications completed on this system. If you ever have a query about the accuracy or completeness of the application
then please check the source data in the jobs.nhs.uk site.

Education & Professional Qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Education & Professional Qualifications

Subject/Qualification Place of study Grade/Result Year obtained
GCSE Mathematics Bryn Celynnog School B 1989
GCSE Accounting Bryn Celynnog School B 1989
GCSE English Language Bryn Celynnog School C 1989
GCSE English Literature Bryn Celynnog School C 1989
GCSE History Bryn Celynnog School C 1989
GCSE French Bryn Celynnog School C 1989
BTEC National Diploma Business and Finance Pontypridd College 10 Distinctions/4 Merits 1992
RSA Word and Text Processing Stage |l Pontypridd College Pass 1993
DipHE Business Studies University of Glamorgan Pass 1995
Certificate in Natural Sciences Open University Pass 2003

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.

Course title Training provider Duration Year completed

Improving Quality Together Silver Part 1 (Classroom) Cwm Taf Morgannwg Health Board 2017

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.
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Please indicate your Not required for this post
professional
registration status
If you have answered "l have current UK professional registration relevant for this post" or "I have current UK professional registration and licence to practise for this post" then
please enter the relevant details below.

Professional Body and Membership 1

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date

Professional Body and Membership 2

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date

NHS Service

Start date of March 2015
continuous NHS
service (if applicable)

Months since most
recent employment
ended (if applicable)

Current/most recent employer (reference always required)

Employer name Cwm Taf Morgannwg University Health Board

Employer address Royal Glamorgan Hospital
Ynysmaerdy
Llantrisant
Rhondda Cynon Taf
CF72 8XR

Type of business General Surgery

Reporting to (job Miss Amy Williams (Administration Manager)
title)

Telephone 01443 443061
Your job title Assistant Medical Secretary
Start date 07/2015
End date
Grade 3
Salary
Period of notice 4 Weeks

Reason for leaving (if applicable)
| would like a change of direction within the NHS.

Brief description of your duties & responsibilities
Providing secretarial support to the Department of General Surgery in a very busy office supporting the Upper Gl, Colorectal, Breast and Vascular
Surgeons at the Royal Glamorgan Hospital.

Activities prior to above starting with most recent

Employer name Cwm Taf University Health Board

Employer address Tonteg Child and Family Centre
Tonteg Hospital
Church Road
Tonteg
Pontypridd
CF38 1HE

Type of business CAMHS

Reporting to (job Carolyn Davies (Locality Manager)
title)

Telephone 01443 443008
Your job title Assistant Medical Secretary
Start date March 2015
End date July 2015
Grade 3
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Salary
Period of notice

Reason for leaving (if applicable)
Fixed Term Temporary Assignment

Brief description of your duties & responsibilities
Providing secretarial and clerical services, including a large volume of audio and copy typing, in a very busy office to support the Clinical Teams at
Tonteg CAMHS and ensuring high standards of patient services and care were maintained.

Employer name MacWhirter Limited

Employer address Unit 8 Melyn Mair Business Centre
Wentloog Avenue
Cardiff
CF3 2EX

Type of business Air Conditioning and Refrigeration Maintenance and Installations

Reporting to (job Financial Controller
title)

Telephone 029 2068 5022
Your job title Costing Administrator
Start date March 2013
End date January 2015
Grade
Salary
Period of notice

Reason for leaving (if applicable)
Company went into administration

Brief description of your duties & responsibilities
Preparing, costing and producing invoices as per customer request and individual client rates. Resolving customer invoice queries. Updating client
info on Facilities Management System. Producing management reports, inputting data and analysing, general accounts administration.

Employer name Self Employed
Employer address
Type of business Online Sales

Reporting to (job Self Employed
title)

Telephone
Your job title Business Owner
Start date January 2009
End date March 2013
Grade
Salary
Period of notice
Reason for leaving (if applicable)
Brief description of your duties & responsibilities

Employer name Taff Ely Drug Support
Employer address
Type of business Drugs Support Agency

Reporting to (job Manager
title)

Telephone
Your job title Administration Officer
Start date July 1999
End date September 2000
Grade
Salary
Period of notice

Reason for leaving (if applicable)
To attend a full time college course

Brief description of your duties & responsibilities
Administrative support for a project set up to help children of substance misusing parents. Maintaining client confidentiality.

Employer name DRC Chemtech Limited
Employer address
Type of business Rubber and Plastic, Chemical Engineers

Reporting to (job Managing Director
title)
Telephone
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Your job title Personal Assistant
Start date September 1996
End date October 1999
Grade
Salary
Period of notice

Reason for leaving (if applicable)
Redundancy

Brief description of your duties & responsibilities
PA to the Managing Director. Arranging meetings, diary keeping, typing quotations and purchase orders.

Employment Gaps

If you have any gaps within your employment history, please state the reasons for the gaps below.
During a career break to raise my family | did volunteer work with Homestart and attended various community courses including an Aromatherapy
course and an Introduction to Counselling Skills. | also undertook various courses with The Open University.

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you
meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and
clinical audit.

Supporting information
My work experience, knowledge and long term aspirations to date have equipped me with a vast array of important skills, | am very eager to put all of
these skills to use and added to this | believe that my personality, positive outlook and commitment to quality combined with a responsible approach
to work make me an ideal and valued employee.
| worked for Taff Ely Drug Support as a part-time administration officer a few years ago, so have experience of working within a sensitive/confidential
environment. | was employed to carry out admin/clerical duties to support a small team which was set up to support children of substance misusing
parents/family (Families First). | am a very non-judgemental, friendly, approachable and caring person.
During a career break to look after my children | was running a small online sales business. The skills | acquired to do this included updating and
maintaining website/social media advertising, general administration, book-keeping and the completion of accounts and tax returns. | used a
database for stock inventory and a pricing spreadsheet for product costing. | also produced reports to analyse and forecast possible sales during
busier periods. | valued my customers and offered great customer service with a positive attitude.
In February 2013 | took on a full-time position as a costing and invoicing administrator in the finance department for a refrigeration and air
conditioning company. | was solely responsible for costing each job and using a facilities and service management application to produce and send
out invoices. | consulted with Business Development Managers and advised them on any possible losses being made on particular jobs so they could
make any necessary adjustments and to ensure budgets were being adhered to. When | joined the company, it was struggling with a large backlog. |
cleared the backlog within a few months and developed a new strategy to keep track and up to date with the invoicing system and procedures. | was
highly praised by managers and other staff for the work | undertook to introduce a more effective system.
In February 2015 | started working for the NHS in Child and Adolescent Mental Health Services (CAMHS) at the Tonteg Clinic on a temporary
contract as a Medical Secretary. During my time in the role | was involved with typing clinical letters and care plans from consultants, nurses and
team therapists. | was involved with processing new referrals to the service, setting up appointments, managing diaries and updating outcomes on
the Myrddin Patient Administration System. | worked for two teams in CAMHS, the generic team and the substance misuse team. | used the Welsh
Demographic Service to update information for Welsh Government statistics regarding young people accessing the service for drug and alcohol
related problems. | was actively involved with healthcare professionals and patients. | dealt with sensitive and emotional issues in a calm,
understanding and caring way.
In July 2015 | moved to the Royal Glamorgan Hospital to take up the position of Assistant Medical Secretary in General Surgery supporting the
vascular, colorectal, upper Gl and breast secretaries and consultant surgeons. During my time in the role | have made the job my own and made a
valued contribution to supporting the whole department. As | work for all four specialities in general surgery, | have obtained a vast medical
knowledge and established great rapport with everyone in the department. | am highly appreciated by the whole team. General Surgery is a cancer
speciality so assisting patients and liaising with other departments as part of their care is a daily part of my job. | am involved with typing clinical
letters and MDT and dealing with queries from patients and resolving them via various measures. | arrange new appointments and follow-ups, check
for results and ensure the pathway of patients runs as planned within government timescales and guidelines.
| would like to continue working within the NHS to expand my knowledge and explore and contribute to other aspects of the service. | am proud to
work for the NHS and fully support its core values and aims for quality care and services.
On a more personal level | am open to any situation that is challenging, and which tests my abilities. | have a reputation as being a fast learner, who
is dependable, organised and computer savvy.
ADMINISTRATIVE DUTIES: - Comprehensive knowledge of all Microsoft Office packages including Word, Excel, Powerpoint and Outlook and other
software applications including WPAS (Myrddin), Welsh Clinical Portal (results), RADIS (radiology), HICSS (endoscopy) ,TOMS (theatre
scheduler/management). - Very strong organisational, administrative and analytical skills. - Resolving administrative problems. - Maintaining an
electronic and hard copy filing system, scanning, photocopying and printing. - Conducting research on behalf of managers. - Scheduling and
delegating administrative tasks. - Handling incoming and outgoing calls, and correspondence. - Ability to type accurately at a high speed.
PERSONAL ABILITIES: Attention to detail. Punctual and reliable. Can work without supervision. Ability to cope and work under pressure. Good
written and verbal communication skills. Able to work as part of a team. Ability to maintain confidentiality. Ability to multitask and manage conflicting
demands. Ability to prioritise tasks.

Preferred Full time, Part-time, Job share, Secondment, Flexitime, Agile/Home working, Compressed hours
employment type

Welsh language

Can you speak and No
understand spoken
Welsh?
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Please select the
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh?

Please select the
level that best fits
your ability to read
Welsh:

Can you write in
Welsh?

Please select the
level that best fits
your ability to write
in Welsh:

No

No

Further questions

If your application is
successful and you
worked for an nhs
organisation that
used electronic staff
record esr you can
give consent to your
employment history
being transferred to
your new employer
please select one of
the values below to
confirm your consent
to the transfer of
your data

Are you currently an
employee of health
education and
improvement wales

If you are currently
studying please
provide your
expected
qualification date

Are you currently
working for this
organisation on a
bank only basis ie
you dont work for
this organisation in
any other capacity

Would you like your
interview and or
assessment to be
held in welsh

The question text supplied by jobs.nhs.uk is not in an easy to read format, it has been cleaned up as much as is safely possible but is likely to be missing punctuation and have
improper capitalisation. To view the original question text, please access this application on jobs.nhs.uk

The questions in this section are customised to the post for which you are applying.

Yes

No

N/A

No

No

Armed forces

No

Are you a member of the Armed Forces community?
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Applicant 61930419

Excellent candidate - although no experience
with supporting manager, but demonstrates good transferable skills

G |G Addysg a Gwella lechyd
Cyrmru {AaGIC)

0 NHS | Health Education and

E34/38 D8/12 Improvement Wales (HEIW)

Application for employment

This application form was completed on the jobs.nhs.uk site and then imported into this system. The layout and question wording may
differ from applications completed on this system. If you ever have a query about the accuracy or completeness of the application
then please check the source data in the jobs.nhs.uk site.

Education & Professional Qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Education & Professional Qualifications

Subject/Qualification Place of study Grade/Result Year obtained

lhbe Pontypridd college 1993

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.

Course title Training provider Duration Year completed

foundation degree business administration ACT 2 years 2022

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your Not required for this post
professional
registration status

If you have answered "l have current UK professional registration relevant for this post" or "I have current UK professional registration and licence to practise for this post" then
please enter the relevant details below.

Professional Body and Membership 1

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date

Professional Body and Membership 2

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date
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NHS Service

Start date of
continuous NHS
service (if applicable)
Months since most

recent employment
ended (if applicable)

Current/most recent employer (reference always required)

Employer name
Employer address

Type of business
Reporting to (job
title)

Telephone

Your job title
Start date

Cardiff and vale NHS

Cardiff health access practice
0.0.h department.

Cardiff royal infirmary
Cf240sz

Doctors
Michelle Davis

029 2033 5449
Reception/ Secretary and clinic lead
09/2016

End date
Grade
Salary

Period of notice 4 weeks

Reason for leaving (if applicable)
Due to family commitments a toke a step back from my career, know that my child is grown | am looking to for the opportunity to progress and
develop myself further and for a role that challenges me.

Brief description of your duties & responsibilities
| am the FGM Clinic Lead and Coordinator. | was heavily involved with the sorting of patient records, organizing the filing system and organizing the
and redirect patients to the appropriate GP practise.
| deal with patience face to face and over the phone. Staff rotas and generating clinic sessions.
| have trained and developed new members of staff on the various systems that are used.
| am involved with developing and delivering stand operation policy within the department.
Run, generate and action reports and letters for the GP . Collect results and action as needed as well as creating prescriptions. Inputting and
exporting patience into the practise. Handling confidential paperwork and dealing with it appropriately and filling. Computer literate using vision, PMS,
Paris, WCCG. Ordering clinical paperwork and Oracle Trained
Training off other staff in the department on appropriate systems.

Activities prior to above starting with most recent

Employer name
Employer address

Type of business
Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Albany Surgery

210-221 City Road
Cardiff
CF24 3JD

GP practise
Practise Manager

029 2048 6561
receptionist
January 2015
June 2016

2

Salary
Period of notice

Reason for leaving (if applicable)
family commitments. looking after elderly Grandparent.

Brief description of your duties & responsibilities
Answering the phone and booking appointments using vision.
Handling confidential information and processing it in correct way.updating records.
Dealing with patients with delicate problems and helping them to the best of my ability.
Filing paper work and correspondence. Photocopying, faxing and cranking.
Ordering and monitoring stationary and other supplies. Computer literate.

Employer name Levis

Employer address Unit 96a
The Derwen
Bridgend Designer Outlet
Bridgend
CF32 9SU

retail clothing

Type of business
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Reporting to (job area manager
title)

Telephone
Your job title store manager and assitant area manager
Start date September 2009
End date June 2014
Grade
Salary
Period of notice

Reason for leaving (if applicable)
family commitments needed a job with less pressure/ commitments due to the needs of my Grandmother increasing.

Brief description of your duties & responsibilities
Responsible for 20 staff and the day to day running of the store.
Collating and analysing weekly reports.
Setting and achieving weekly, monthly and yearly goals.
Manage EBIT to best off my ability, particularly payroll and pricing of stock
Prepare and given several presentations within my area.
Weekly conference call and chair when Area manager not available.
All aspects of recruitment, training and development of my team. Optimising team performance by effective leadership and delegation.
Train and mentor new managers, and the migration of franchise stores. Set up 2 new stores.
Implementing and developing merchandising ideas and standards and winning several awards.
Stock control and stock tacks.

Employment Gaps

If you have any gaps within your employment history, please state the reasons for the gaps below.

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you
meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and
clinical audit.

Supporting information
| am an enthusiastic, professional and self-motivated individual. | am able to work both independently and as part of a team, with excellent
interpersonal and communication abilities linked to an amiable character and positive approach to business development.
In my current role as an administrative assistant in Cardiff Health Access Practise, | assist the team in managing phone calls, registering patients and
providing the general practitioner's various administrative tasks. | have the capability of dealing with complex issues such as registering patients with
little or no English language skills. | am tasked with collecting their information and ensuring details are correct before registering them om. This
results in the smooth running of the practice.
Within my previous position as a store manager and assistant to an area manager | have trained, develop, and lead a winning team in the
achievement of financial and operational objectives. Dealing with all aspects of recruitment, training, and staff development of my team. Have had
several members of my team progress internally and externally. Optimising team performance by effective leadership and delegation. Dealing with all
HR issues.
| have trained and developed the team on relevant systems and producers in a clear and consistent way. | am the fire warden which entails me doing
week checks, risk assessment and staff training.
| take personal responsibility for my own development and | am in the process of doing my NVQ Level 4 and a foundation degree in Business
Administration. | have completed communication, problem-solving, customer service, personal and professional development and business ethics
modules whilst achieving distinction in my papers.
| am an organized, methodical individual with an understanding of delivering a project on time. | can prioritise my workload with the ability to multitask.
At present, my department is undergoing changes and are using the project in a box. | am part of the team that are developing Standard operation
policy and procedures for the administration and clinical team. | undertook the project of sorting and coding old paperwork on to patient notes and
delivered training in how it was to be done.
| am a proactive and forward-thinking individual who enjoys working under pressure. | have recently co-ordinated the transfer of a historically large
number of patient’s files in and out of the service as well as supporting the management of patient lists. This involved producing, analysing weekly
reports and developing spreadsheets to monitor and control the workflow.
| am involved in staff meetings, multi agencies meetings, minute taking and organizing and presenting train sessions, whilst at all times keeping in
line with information governance.
Within the department | have designed letter templates, appointment cards, complaints slip, GP and Nurse communication slips and day to day
paperwork that is needed.
| collect and analyse data on weekly, monthly bases and produce reports as needed and in the relevant format, | have set up a report template on the
vision to allow the clinic and administration team quick and easy access to data. . | am competent in Vision, EMIS, PMS, PARIS, Oracle, and WCP,
along with MS Office and know how to report maintains issue. Within vision, | have set up function and templates to make the day-to-day operation
easier for the administration and clinical team.
In my previous jobs, | have done numerous presentations to varies levels of management. One major project was collecting data on shoe sizes v type
of people buying v style. | had to complete weekly reports to the managing director as well as communication with the buying and presenting on
future objects and goals.
| have restructured the communication system to make it work more efficiently for administration and clinic staff, this evolved the use of computer soft
wear that | set templates for and trained staff on.
In 2018 | was part of the team that set up the first FGM clinic in Wales. | have been the clinic lead for this department, which won an award from the
board of midwifery in 2019. As part of my job role, | deal with sensitive information and with various agency as well as dealing with people that are in
the Alternative treatment Scheme. The alternative treatment scheme gives patients who have been removed from general practise a second chance
of receiving health care. This role comes with the challenges of dealing with potentially verbally aggressive patients. During these situations, | am
able to remain calm and manage the situation accordingly.
In my previous job at Levi’'s | co ordained the opening of 2 new stores, this involved ordering stock, interviewing and training new staff of various
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levels, and setting up the new stores. In 2013 six of the franchise stores were bought out and | played a major role in helping and training the store's
management teams and helping them to feel part of the levis team.

| have chaired weekly conference calls and managed the districts whilst my manager was on holiday and paternity leave. | have also dealt with
customer complaints and in an effective and timely manner.

Within my role at Levies and GAP and went around the UK training and developing management on staff budget, effective rotas, sickness and staff

annual leave.

| have worked with the NHS for 5 years during which time | have done temporally work in 3 practice which has given me differed perspective on how
each practice has been run.

Outside of work, | am an active member of the interfaith community and | have organised several large events for over 200 people in the past 18
months. | am the Cardiff local coordinator Volunteer for Help for Hero's, which entails me organizing charity events and overseeing a group of 30+
volunteers. | teach a church youth study group 5 mornings a week.

Preferred
employment type

Full time, Part-time, Job share, Secondment

Welsh language

Can you speak and
understand spoken
Welsh?

Please select the
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh?
Please select the
level that best fits
your ability to read
Welsh:

Can you write in
Welsh?

Please select the
level that best fits
your ability to write
in Welsh:

No

No

No

Further questions

The question text supplied by jobs.nhs.uk is not in an easy to read format, it has been cleaned up as much as is safely possible but is likely to be missing punctuation and have
improper capitalisation. To view the original question text, please access this application on jobs.nhs.uk

The questions in this section are customised to the post for which you are applying.

If your application is
successful and you
worked for an nhs
organisation that
used electronic staff
record esr you can
give consent to your
employment history
being transferred to
your new employer
please select one of
the values below to
confirm your consent
to the transfer of
your data

Are you currently an
employee of health
education and
improvement wales

If you are currently
studying please
provide your
expected
qualification date

Are you currently
working for this
organisation on a
bank only basis ie
you dont work for
this organisation in
any other capacity

Would you like your
interview and or
assessment to be
held in welsh

Yes

No

2022

No

No
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Armed forces

Are you a member of the Armed Forces community?
No
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Applicant 61930426

Excellent candidate with good transferable skills. G |G ?ddysgi GGI'TEHE lechyd
No experience of supporting a manager or bl (Aa )

drafting correspondence stated in application. N H S Health Education and
No mention of PM activity 0 Improvement Wales (HEIW)

E30/38 D9/12

Application for employment

This application form was completed on the jobs.nhs.uk site and then imported into this system. The layout and question wording may
differ from applications completed on this system. If you ever have a query about the accuracy or completeness of the application
then please check the source data in the jobs.nhs.uk site.

Education & Professional Qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Education & Professional Qualifications

Subject/Qualification Place of study Grade/Result Year obtained
A-Levels St David's 6th Form College, Cardiff C 1998
GCSE's Our Lady's Convent School A-C 1996
Education & Training (EAT) Engage Training, Bridgend College Level 3 Award - Awaiting Certificate 2019
Canine Health Studies Engage Training, Bridgend College Level 2 Award 2019
Canine First Aid Engage Training, Bridgend College Level 2 Award 2019
Dog Grooming Engage Training, Bridgend College Level 2 Award - Awaiting Certificate 2019
Dog Grooming Engage Training, Bridgend College Level 3 Award - Awaiting Certificate 2019
Dog Training Skills Engage Training, Bridgend College Level 2 Award 2019
Dog Walking Engage Training, Bridgend College Level 2 Award 2019
Pet Sitting Engage Training, Bridgend College Level 2 Award 2019

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.
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Course title Training provider Duration Year completed

Workplace Mediator ACAS 3 Day Course 2019
Stress Awareness (eliesha) NHS - Internal Course 1/2 Day Course 2019
Personal Resilience (eliesha) NHS - Internal Course 1/2 Day Course 2019
Change Champion NHS Wales Shared Services partnership Ongoing 2020
Suicide Awareness Training Zero Suicide Alliance Short Online Course 2021
Leading for Excellence and Innovation NHS Wales Shared Services Partnership Ongoing 2021

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your Not required for this post
professional
registration status
If you have answered "l have current UK professional registration relevant for this post" or "I have current UK professional registration and licence to practise for this post" then
please enter the relevant details below.

Professional Body and Membership 1

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date

Professional Body and Membership 2

Professional body

If other please
provide details below

Membership / [HIDDEN]
Registration number

Expiry / renewal date

NHS Service

Start date of January 2019
continuous NHS
service (if applicable)
Months since most
recent employment
ended (if applicable)

Current/most recent employer (reference always required)

Employer name NHS Shared Services Partnership

Employer address Employment Services
4th Floor
Companies House
Crown Way
Cardiff
CF14 3UB

Type of business Healthcare

Reporting to (job James MaclLeod / Nadia Bates
title)

Telephone 02920 905353
Your job title Recruitment Advisor / Workplace Mediator / Change Champion
Start date 01/2019
End date
Grade 3
Salary 21,142
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Period of notice One Month

Reason for leaving (if applicable)
| am currently employed in the NHS within Shared Services and | am not looking to leave the NHS. Having established it is an organisation | believe
in,  am keen to obtain further opportunities to enable me to progress in areas | feel very passionate about.

Brief description of your duties & responsibilities
Within my role as a Recruitment Advisor, | undertake day to day administration and responsibilities of the recruitment process for medical and non-
medical areas. This involves ensuring that all stages of recruitment for appointments within allocated divisions are carried out as per agreed
standards and as set out in the “All Wales Standard Operating Procedure” while contributing to the “All Wales National Recruitment Services” agenda
as necessary.

Duties and Responsibilities:

? Provide advice to applicants and managers as per the standard recruitment process from initial vacancy requirement through to successful
appointment.

? Produce high quality effective advertising, recruitment and appointment documentation while utilising internal systems as appropriate.

? Meet with applicants to complete their pre-employment checks which includes verifying their identity and ensuring they have the Right to Work in
the UK.

? Generate DBS applications (when applicable) and obtain references for applicants.

? Comply with the “All Wales Standard Operating Procedure” for Recruitment making.

? Work on own initiative, prioritising own workload.

? Prepare confidential correspondence, for example appointment letters, offer letters and Contracts of Employment, ensuring all letters are produced
in accordance with agreed NHS Wales Shared Service Partnerships style and fonts with correct spelling, grammar, and punctuation.

? Ensure audit and validation of documents is adhered to.

? Provide support to Senior Management making suggestions for change as appropriate.

? Deal with issues raised by external and internal sources effectively and efficiently.

? Ensure potential applicants are dealt with courteously, efficiently, and professionally and that information retained is in accordance with Data
Protection Act etc.

As a Workplace Mediator | understand why conflict happens in the workplace and when it is appropriate to use mediation. | have the skills to mediate
effectively, carry out professionally the stages of the mediation process and am able to evaluate someone else's performance as well as my own.

As a Mediator, | am a neutral person who, when there is a dispute between two or more people or groups within the NHS, | listen to both sides
individually and then bring them together to try and help them come to an agreement by mediating between them. The aim is to prevent the issue
going further, grievances being made and the matter becoming a HR issue as this then becomes formal. | do not take sides, | try and help the parties
involved find a solution and a way to move forward and work together.

In 2020 | applied and was successful in becoming a Change Champion. This means that | am now part of the “This is our NWSSP” programme which
is currently in progress and within the role | engage with staff, collaborate in designing solutions and am an advocate for change and

improvement. We are currently looking at the culture in the organisation and undertaking some discovery work which includes Focus Groups and
Senior Leadership interviews. Following this, we will design and deliver the programme.

Activities prior to above starting with most recent

Employer name t2 group Itd

Employer address Melrose Hall
Cypress Drive
St Mellons
Cardiff
CF3 0EG

Type of business Training Provider
Reporting to (job Recruitment Team Leader
title)
Telephone
Your job title Recruitment Manager / Human Resources Assistant
Start date March 2014
End date December 2018
Grade
Salary
Period of notice
Reason for leaving (if applicable)

| took redundancy and was keen to secure a new opportunity within an industry that helps others where | could use my skills and experience and
potentially develop my career in a new direction.

Brief description of your duties & responsibilities
t2 group Itd were established in 1996 as a family run business and grew to become one of the largest training providers in the UK, delivering
QCF's within Health & Social Care, Business Administration, Customer Service, Team Leading, Management, Childcare, Retail, Functional Skills,
Essential Skills, ICT etc.

When | joined the company in 2014, t2 were approximately 80 employees, when | left in 2018, they were over 400 employees and staff turnover
had reduced significantly.

Duties and Responsibilities:

? Played a significant role increasing company staffing levels from circa 80 staff to circa 400 staff within two years whilst significantly increasing
and maintaining staff retention levels.

? Managed the recruitment of all staff throughout the company. This included QCF Assessors, Internal Verifiers, Initial Guidance Consultants,
Team Leaders, Operations Managers, Operations Directors etc throughout England and Wales.

? Managed the full recruitment process to include: sourcing, shortlisting, interviewing, assessing, testing and selection of all company employees
through to and including offer and initial induction.

? Managed the recruitment of up to 40 live jobs at any one time while liaising with members of the Board to ensure requirements and
specifications were correct to the business needs.
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? Designed and evolved the recruitment processes to include developing a database of candidates throughout the UK, writing job descriptions,
interview questions, suitable tests, assessment centres, DBS applications, certificates, right to work documents for compliance purposes etc
required for various roles.

? Responsible for ensuring roles are advertised correctly and appropriately both internally and externally using suitable social media and
advertising sites.

HR duties including:

? Ensuring completion of Application for Employment forms, Equality & Diversity, DBS Applications, Right to Work, evidence of qualifications and
references.

? Experience in staff investigation hearings, disciplinaries and terminations of employment.

? Actively involved in creating, developing and maintaining the company training plan.

Employer name Hays Plc

Employer address 5 Callaghan Square
Cardiff
CF10 5BT

Type of business Recruitment Agency

Reporting to (job Senior Manager
title)

Telephone
Your job title Senior Recruitment Consultant
Start date January 2008
End date March 2014
Grade
Salary
Period of notice

Reason for leaving (if applicable)
Career Development

Brief description of your duties & responsibilities
Established in 1958, Hays Construction & Property, formerly Montrose, is the market leader in specialist recruitment to the built environment.
Hays place professionals in each part of the construction lifecycle. With over 6,200 employees working in 33 countries, they are expertly placed to
offer recruitment solutions to both public and private sector clients.

| managed my own specialist business as well as other team members, supplying staff to private and public sector organisations with an
emphasis on attaining sales targets and building business relationships.

The organisations culture was of high expectation and it was important that | had a good understanding of the sector of the property market |
worked in. | utilised my strong candidate, client and people management skills to their full potential and created and implemented business plans
and strategies to assist me and my team in supplying high calibre staff to clients. Communication skills needed to be excellent to build enduring
business relationships with both clients and candidates. My core activities included:

? Lead by example / Lead from the front

? Fee generation — To maximise team fees through individual and team results
? Billed up to £30,000 in a four-week period

? Business development to existing and potential clients

? Candidate sourcing, interviewing (skills training) and selection

? Client visits and meetings / Business Development, networking events and seminars
? Tendering for business

? Salary / contract negotiation

? Attendance and absence management

? Offering informed career advice

? Responsible for checking the eligibility of candidates

| was also involved in internal staff recruitment and training. As a company, Hays are very focused on recruiting new employees at graduate level
with the intention that they will establish and develop a long-term successful career. Hays have a regular intake of placement students who are
then invited back to apply for permanent opportunities following completion of university studies.

Employment Gaps

If you have any gaps within your employment history, please state the reasons for the gaps below.

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you
meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and
clinical audit.

Supporting information
Although | do not hold the required qualifications for this position, having spent over 12 years working in recruitment , dealing with temporary and
permanent positions (the last 8 years being within the healthcare industry, to include HR duties), with experience of managing client’s requirements
internally and externally, | have a wealth of experience, a strong passion for supporting people and am continually seeking opportunities for personal
development.
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| have extensive experience of managing end to end recruitment processes and staff right from meeting with board members to identify business
needs, writing job adverts, shortlisting, interviewing, running assessment centres, skills testing, informing unsuccessful and successful applicants,
providing feedback, completing reference checks, DBS checks and writing contracts and offers of employment etc, supporting and offering advice to
successful applicants with regards to handing in their notice and managing notice periods, through to inducting and training new staff in to the
business.

| have strong administrative and organisational skills and am confident managing workloads, managing diaries and booking appointments and
meetings for myself and others, while communicating with individuals and teams at all levels verbally, face to face and through written
communication. | am able to adapt my approach appropriately depending on who | am communicating with and although | am friendly, fair,
sympathetic, empathetic, considerate and compassionate towards health, wellbeing, equality and diversity, | am always professional and honest. As
well as being flexible, | am very conscientious and meticulous about the quality of work | deliver as well as my teams and previously, it has been a
frustration to others that | will not process something or quality check work and sign it off until it is 100% accurate.

Recruitment processes are vital and without adhering to them, we are not meeting the requirements we are audited against and we should always be
in a position to hand over any file, employee record etc if and when required without any concerns that it might not contain all the mandatory
information.

Having worked in management, end-to-end recruitment and closely with senior management and supported HR, | have experience of taking and
producing accurate minutes / notes of meetings and actions, distributing them as appropriate and following them up. | also have experience of
dealing with sensitive information such as ID documents and ensuring documents are saved or disposed of appropriately and concerns such as
incorrect documents being signed off and issues such as unmanageable workloads, personal and professional relationship difficulties, as well as
complaints such as lengthy processes, poor management, poor communication etc and am a firm believer in striving to make things right and
communicating. | never shy away from dealing with any concerns and always take accountability. One of my own personal beliefs and values is that
you do what you say you are going to do. If | deal with a concern, | always make contact at the earliest opportunity and if | cannot resolve the issue, |
advise | will take the next steps and explain what these are and when | expect to come back with a response / answer to the concern. If | don’t have
the answer by that date, | believe it is important to provide an update. | only ever deal with concerns within my jurisdiction and where they are not, |
ensure | seek advice and make sure | follow the organisations processes. | also have experience of involvement with staff investigation hearings,
disciplinaries and terminations of employment.

| have always been a strong team member as well as leader and manager and actively strive towards achieving and maintaining KPI's and to do this,
you have to lead by example, lead from the front. Within agency recruitment | managed a specialist business supplying staff to both private and public
sector organisations where on average, | billed circa £20k - £30k v's a £10k target per month and as a team, circa £150k v's a £100k target per
month. | was responsible for training new starters, carrying out monthly 1:1's, managing annual leave and ensuring staff were supported and able to
carry out their job to the best of their ability while maximising team fees as well as my own. In my previous company, a UK training provider delivering
NVQ qualifications predominately within healthcare, | was a key part of growing the business from 80 employees to over 400 and was actively
involved in creating, developing and maintaining the company training plan which as a result, contributed to successfully increasing staff retention. |
managed up to 40 live jobs at any one time which included QCF Assessors, Internal Verifiers, Initial Guidance Consultants, Team Leaders,
Operations Managers, Operations Directors etc throughout England and Wales, while liaising with managers and board members to ensure
requirements and specifications were correct to the business needs. When needed, | was never afraid to approach manager’s to discuss any
concerns and seek advice and | was keen to suggest alternative options regarding job adverts, applicant skills etc to ensure we were attracting not
only the best applicants, but also utilising existing staff to their full potential and that our resourcing was cost effective. To ensure KPI's have been
managed effectively, | have always ensured there has been staff availability and annual leave etc has been managed efficiently with comprehensive
handovers provided. | have always believed | would never expect someone to do something | wouldn't be prepared to do myself and regardless of
seniority, | have always been a team player and worked together.

In my current role, we use a website called NHS jobs to advertise roles and source candidates and | use a system called Trac to tracking applicants
right from the adverts stage through to issuing Contracts of Employment, and an internal system to the NHS called ESR which allows you to check
information for existing employees regarding previous checks, DBS’s, service dates etc. Throughout the recruitment process, these systems allow me
to ensure the appropriate procedures are in place, i.e generating and escalating DBS’s, qualifications etc as necessary and we also have
safeguarding guidance and processes for escalating issues as necessary to ensure safety for all while working towards daily KPI's. On a daily basis |
use Microsoft Office packages such as Outlook and Word, Excel, Sharepoint and Teams. Previously | have been involved in setting up new
databases and implementing new systems to attract and manage applicants worldwide, as well as using and liaising with external sites to advertise
vacancies such as Total jobs, Indeed, LinkedIn and Facebook and in my current role | am involved in suggestions for system improvements as well
as the recruitment of overseas applicants.

Within my role, | have access to reports such as KPI reports which can be run through systems such as Trac, ESR, NHS Jobs and DORA, showing
timeframes and highlighting the parts of the recruitment process that are being held up such as Managers responding to DBS level queries, referees
responding, applicants providing documents etc or colleagues not using the systems and following processes correctly. By running these reports and
comparing them with spreadsheets and figures provided by teams and coordinators, we can then discuss these with managers and again, depending
on the health board in questions processes etc, deal with these appropriately. This could be ringing manager’s to discuss an applicant and try and get
answers to move things forward, contact the applicant, speak to the relevant contact in workforce to assist or assist colleague’s development. It also
provides an opportunity to establish where health boards do not understand the recruitment processes and support them with this through
presentations, written and verbal communications etc.

| believe in the HEIW values, Respect for All, Together as a Team and Ideas that Improve and although the NWSSP values are different, Listening &
Learning, Working Together, Taking Responsibility and Innovating, | believe | already share and promote the HEIW values in my current role as a
Recruitment Advisor and Mediator and Change Champion. | am supportive of change but sometimes need to understand and challenge the reason
for change which is why | was keen to become a Change Champion and actively participate and encourage others to participate in staff focus groups.
To support values, practices, policies and procedures, you may not always agree with them, but you need to understand them by working together
and respecting each other and currently being part of a team, | do this on a daily basis with all colleagues at all levels. Being a Change Champion has
given me a much greater opportunity to speak with all members of the Recruitment management team throughout Wales and has enabled me to
support the development of recruitment, as well as encourage team participation to help improve performance.

Remaining Career History:

April 2007 — November 2007 Peter Alan Land & New Homes Division

Area Sales Manager / Coordinator

May 2005 — April 2007 Alder King Property Consultants
Property Management Surveyor

October 2003 — May 2005 Allen & Harris Estate Agents
Home Consultant / Branch Residential Lettings Manager

Preferred Full time, Part-time, Job share, Flexitime, Agile/Home working, Compressed hours
employment type

Welsh language

Can you speak and No
understand spoken
Welsh?
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Please select the
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh?

Please select the
level that best fits
your ability to read
Welsh:

Can you write in
Welsh?

Please select the
level that best fits
your ability to write
in Welsh:

No

No

Further questions

The question text supplied by jobs.nhs.uk is not in an easy to read format, it has been cleaned up as much as is safely possible but is likely to be missing punctuation and have
improper capitalisation. To view the original question text, please access this application on jobs.nhs.uk

The questions in this section are customised to the post for which you are applying.

If your application is
successful and you
worked for an nhs
organisation that
used electronic staff
record esr you can
give consent to your
employment history
being transferred to
your new employer
please select one of
the values below to
confirm your consent
to the transfer of
your data

Are you currently an
employee of health
education and
improvement wales

If you are currently
studying please
provide your
expected
qualification date

Are you currently
working for this
organisation on a
bank only basis ie
you dont work for
this organisation in
any other capacity

Would you like your
interview and or
assessment to be
held in welsh

Yes

No

N/A

No

No

Armed forces

Are you a member of the Armed Forces community?

No
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Applicant 61930429

Excellent application. Keen to pursue PM G |G Addysg a Gwella lechyd

ql.!alif_ication. Meets almost_all essential Cymru (AaGIC)

criteria - no documented evidence of N H S Hedlbh Ediicasian S
ucati

problem solving or specific development
of office systems. Improvement Wales (HEIW)
E33/38 D10/12

Application for employment

This application form was completed on the jobs.nhs.uk site and then imported into this system. The layout and question wording may
differ from applications completed on this system. If you ever have a query about the accuracy or completeness of the application
then please check the source data in the jobs.nhs.uk site.

Education & Professional Qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Education & Professional Qualifications

Subject/Qualification Place of study Grade/Result Year obtained
Masters in Business Administration UwiCc Pass 2004
HNC Business and Finance Cardiff Institute of Higher Education Pass 1993
Biology A Level Coedcae Comprehensive School D 1985
Welsh O Level Coedcae Comprehensive School A 1983
English Language O Level Coedcae Comprehensive School C 1983
Mathematics O Level Coedcae Comprehensive School C 1983
English Literature O Level Coedcae Comprehensive School B 1983
Chemistry O Level Coedcae Comprehensive School B 1983
Physics O Level Coedcae Comprehensive School B 1983
Geography O Level Coedcae Comprehensive School B 1983
Art O Level Coedcae Comprehensive School B 1983

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.
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Course title

Accesibility Best Practice

Train the Trainer

Variable Tai Chi For Health

Low Impact Functional Training

Growing Older in Wales

Copyright Permissions for Profit

Copy Editing and Proof Reading

Training provider Duration Year completed
The Shaw Trust 1 day 2021
Age Cymru 1 week 2011
Age Cymru 3 months 2017
Age Cymru 1 month 2016
Open University 6 months 2008
Publishing Training Company 1 week 1996
Publishing Training Company 2 weeks 1995/1994

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your
professional
registration status

If you have answered "l have current UK professional registration relevant for this post" or "I have current UK professional registration and licence to practise for this post" then
please enter the relevant details below.

Professional Body and Membership 1

Professional body

If other please
provide details below

Membership /
Registration number

Expiry / renewal date

Professional Body and Membership 2

Professional body

If other please
provide details below

Membership /
Registration number

Expiry / renewal date

Not required for this post

[HIDDEN]

[HIDDEN]

NHS Service

Start date of
continuous NHS
service (if applicable)
Months since most
recent employment
ended (if applicable)

Current/most recent employer (reference always required)

Employer name
Employer address

Type of business

Reporting to (job
title)

Telephone
Your job title
Start date
End date
Grade
Salary

Hays Recruitment (HEIW)

5 Callaghan Square
Cardiff
CF10 5BT

Employment recruitment and staffing
Lauren Davies

02920233705

Workforce Strategy and Organisational Development Administration Officer
10/2020

03/2021

Band 4

£25194.00
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Period of notice 1 week

Reason for leaving (if applicable)
Not Applicable, this is my current employment.

Brief description of your duties & responsibilities
| provide PA and administrative support to the Deputy Director for Workforce Strategy and Organisational Development. This role requires
confidentiality, tact and discretion due to the information | have access to and tasks | am asked to undertake. My role includes diary management and
oversight/management of the Deputy Director's emails including when she is away from the office whereby | am expected to signpost issues within
the team as necessary. | am required to respond to meeting requests and organise the Deputy Director's whereabouts in accordance with her known
preferences. In addition to PA duties | provide secretariat support for meetings including setting dates, issuing meeting invites, tracking responses,
generation and distribution of agenda and meeting papers, minute taking and distribution of action notes.

Activities prior to above starting with most recent

Employer name Hays Recruitment (Princess of Wales Hospital)

Employer address 5 Callaghan Square
Cardiff
CF10 5BT

Type of business Employment recruitment and staffing

Reporting to (job Sylwia Wojciechowska Recruiter
title)

Telephone 02920233705
Your job title Personal Assistant (Service Management)
Start date July 2019
End date December 2019
Grade Band 4
Salary 24375.00
Period of notice 1 week

Reason for leaving (if applicable)
End of contract

Brief description of your duties & responsibilities
| provided efficient, comprehensive, professional and confidential PA and secretarial support for the Princess of Wales Hospital Unit Management
Team comprising the Interim Hospital Director, Interim Medical Director, Nursing Director and the Senior Matron Team. In my time delivering the
role | provided flexible and wide ranging confidential support including but not limited to meeting arrangements, meeting minuting and meeting
paper generation and distribution, document production, copy typing, communications, time and resource management in a fast paced and ever
changing environment. | became familiar and confident in the use of internal electronic filing systems and the recording, requesting, tracking and
control of patient files and the Welsh PAS and medical records library. | used Microsoft Word, Excel, PowerPoint and Outlook on a daily basis. In
delivering this role | was expected to use my own initiative, prioritise and manage tasks according to agreed timescales and accommodate a large
number of ad hoc requests throughout the day. It was essential that | communicated clearly and in a timely nature with the six members of the
Unit Management Team and performed my tasks with the minimum of supervision. | maintained records of incoming and outgoing
communications and worked closely with the Customer and Public Experience Team to ensure the smooth and times progress of complaint
letters. | liaised frequently with PAs at the hospital and other health board sites to book meeting rooms and coordinate diaries with the team and
other senior health board staff. This role was particularly challenging as usually there would be two staff (Band 4 and Band 5) servicing the team
and | worked on my own for the duration of my contract.

Employer name Age Cymru

Employer address Trident Court
Mariners House
East Moors Road
Cardiff
CF24 5TD

Type of business Charity

Reporting to (job Project 360 Manager
title)

Telephone 02920431555
Your job title Project 360 Partnership Officer
Start date July 2017
End date March 2019
Grade N/A
Salary £27000.00
Period of notice N/A

Reason for leaving (if applicable)
| did not enjoy the extensive driving/travel required for this role which covered all of South and Mid Wales. Having worked for the organisation for
over eleven years it was time for a change.

Brief description of your duties & responsibilities
| was responsible for the delivery of the Project 360 Partnership work across South and Mid Wales working with local Councils and Health Boards
in conjunction with the Armed Forces Covenants and Armed Forces Champions. The project comprised Age Cymru, Age Alliance Wales and
Woody's Lodge with the aim of improving services to Veterans over the age of 65 living in Wales. | participated in Armed Forces Covenant
meetings across South Wales and initiated a South Wales workshop of project workers involved in delivering projects targeting Veterans. |
undertook a service mapping exercise of the 21 member charities of Age Alliance and coordinated a Wales wide questionnaire targeted to older
Veterans. This research enabled a 360 degree view of the available services and allowed Age Alliance Wales member organisations to target
their services more effectively. | developed strong working relationships with the staff at Woody's Lodge and was particularly proud of the
relationships forged with the service users of Woody's Lodge and the trust they displayed in me by sharing the considerable, complex, harrowing
and devastating challenges they faced as a result of their service in the Armed Forces. | alaso provided secretariat services for the project board
and minuted meetings in addition to undertaking research and produced original work through questionnaires, letters, presentations and reports.
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Reason for leaving (if applicable)

Brief description of your duties & responsibilities

Reason for leaving (if applicable)

Brief description of your duties & responsibilities

Employer name Age Cymru

Employer address Trident Court
Mariners House
East Moors Road
Cardiff
CF24 5TD

Type of business Charity
Reporting to (job Chief Executive
title)
Telephone 02920431555
Your job title Engagement Officer Bridgend County
Start date August 2013
End date June 2017
Grade N/A
Salary £25000.00
Period of notice N/A

End of project funding and project period, remained with Age Cymru

| was responsible for the delivery of the Community Voice funded project to raise awareness of the voice of older people working with SHOUT
Bridgend County. This included raising the profile of older people and bringing together lunch clubs and forums to engage with local service
providers including Bridgend County Borough Council (BCBC) and Abertawe Bro Morgannwg University Health Board. As a result of my work with
the Community Voice project Age Cymru was contracted by the Health and Social Care Department of BCBC to facilitate the consultation of the
Day Centre provision across the county and proposed closure and relocation of the Cwm Calon and Minerva Street Centres. This was followed by
a request by BCBC to undertake research across the county into the experiences of older residents which | led and delivered through a number of
public events and the utilisation of the Age Cymru Community Calculator. The research identified different priorities for communities within the
county in addition to some common themes which BCBC credited in their Ageing Well Health and Social Care plans for the next ten years. The
result | am most satisfied with from this role is the reestablishment of SHOUT Bridgend County as a reliable and credible voice for older residents
across the county. The forum was very close to failing at the start of the project with very low attendance and practically no engagement with the
Council or local Health Board. | am delighted that having tuned this around and following the end of the project SHOUT Bridgend County
continues to thrive and is a valued partner with BCBC | its Aging Well programme and also it's Dementia Friendly Community work.

Employer name Age Cymru
Employer address Trident Court
Mariners House
East Moors Road
Cardiff
CF24 5TD
Type of business Charity
Reporting to (job Head of Communications and Marketing
title)
Telephone 02920431555
Your job title Brand Compliance and Marketing Officer
Start date August 2009
End date July 2013
Grade N/A
Salary £23500.00
Period of notice N/A

Due to internal reorganisation and financial pressures the role was made redundant. | applied for and was appointed to the role of engagement
Officer for Older People in Bridgend County.

This was a bilingual role producing materials and engaging with the public in both Welsh and English including organising and attending events
across Wales. | was responsible for the production of all published booklets and materials as provided by Help the Aged. Following the merger of
Help the Aged and Age Concern Cymru the charity rebranded which included the rebrand of some local Age Concern partners. | delivered brand
training and support to local partners and liaised with the publishing team at Age UK to ensure both correct representation of the charity within
Wales and consistency with the wider 'Age' family across the UK. The bilingual nature of Wales presents challenges which producing a suite of
materials as did the limited resources and skills with in local partners organisations. This was a critical time for the charity as it needed to
transition and be recognised by its new name and identity. As part of the wider Communications and Marketing team | was responsible for
organising the charity's presence at both the National Eisteddfod and the Royal Welsh Show as well as planning and executing key charity
events. | was responsible for the design and production of exhibition materials working closely with the teams within Age Cymru and outside
designers and exhibition stand producers. | was responsible for the organising and staffing of the stands including set up and break down at the
events.

Employer name Help the Aged in Wales

Employer address 12/13 Cathedral Road
Cardiff

Type of business Charity

Reporting to (job Policy Manager
title)

Telephone 02920431555
Your job title Publications Officer
Start date October 2007
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End date July 2009
Grade N/A
Salary £21000.00
Period of notice N/A

Reason for leaving (if applicable)
Transferred to Age Cymru with the merger of Help the Aged in Wales with Age Concern Cymru.

Brief description of your duties & responsibilities
Responsible for the production of all published booklets and materials produced by the charity in Wales from author's final draft to printed form.
Editing and proofreading of publications and arrangement for translation of materials into Welsh and proof reading printers typeset materials.
Ensuring consistency between Welsh and English version and accuracy of the printer materials. Event organisation including managing the
charity's presence at the National Eisteddfod (booking, set-up, staffing, rotas and resources).

Employment Gaps

If you have any gaps within your employment history, please state the reasons for the gaps below.
January 2020 to September 2020 shortage of temping opportunities due to Covid 19.

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you
meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and
clinical audit.

Supporting information
When considering the requirements of the role as set out in the person specification | am pleased to confirm and evidence that | fulfil each of the
essential requirements of the role along with a number of the desirable qualities.
| understand that this role will require close attention to detail and management of a Wales-wide presence at several difference events
simultaneously, | find this prospect interesting and feel that my skills, positive attitude and proactive approach to work will be ideal in running this role
effectively. | think the idea of Train, Work, Live brings advantages to Wales as a whole by strengthening its workforce not only in the short term but by
encouraging a long term commitment to communities and improving life in Wales.
Personally | am looking to make a long term comittment to the organisation and role with the hope that | can add real value in the short and long term.
| have a full, clean driving licence and access to a car. | am happy to be flexible to meet the needs of the organisation and would be prepared to work
weekends and travel as required.
Qualifications and/or Knowledge
Essential
| am qualified for this role through my Masters of Business Administration (MBA) degree awarded 2004 and HNC in Business and Finance awarded
1993. | have extensive project management and project delivery experience through my employment with Help the Aged in Wales and Age Cymru.
| have over 30 years of experience working within an office/administrative/business environment. | am experienced in managing staff and volunteers
through projects I've delivered in compliance with project guidelines and organisational requirements.
| firmly believe in ongoing development and have undertaken continuous personal development throughout my career and most recently Accessibility
Training at HEIW delivered by the Shaw Trust. Other recent training included Medical Records Training for both the online management and patient
files, file set up and request of active and archived files and the physical process of file retrieval within the Hospital and Health Board. Outside of work
| am currently enquiring about undertaking part time Prince 2 and Agile project management training through the Welsh Government Personal
Learning Account Scheme.
Desirable
| have a working knowledge of the NHS obtained during my time working at the Princess of Wales Hospital in addition to experience working
alongside staff from Health Boards in various project boards and project working teams. This includes a working knowledge of the governance
required in the day to day running of a project. | obtained extensive experience of governance requirements whilst working at Age Cymru and through
funding from the Welsh Government was required to comply with strict rules of governance and reporting.
Experience
Essential
| am used to highly confidential and sensitive issues and enquiries through my current role and previously whilst working at the Princess of Wales
Hospital. | am also experienced in maintaining confidential records and a clear and secure workspace. Throughout my career and particularly whilst
undertaking project work at Age Cymru | have drafted online and paper communications, letters, reports, press releases, briefing papers for signature
by Board Members, Chief Executives, Directors, Managers and myself under the name of the Project. | am proud that these communications have
required the minimum of input or amendment by others before use and distribution. Likewise my action notes and minutes within HEIW and in
previous roles have been well received and needed the minimum of input before distribution. | have set up project procedures and project timelines
from scratch along with monitoring and reporting mechanisms.
| use Microsoft Outlook, Teams, Word, PowerPoint, Publisher and Excel on a regular basis. | also have limited experience of Microsoft Access and
Project.
| have a working knowledge of Project Management through my experience in Project Delivery.
| am used to working with Members of the Public, those with Special Needs, Volunteers, Professionals, Politicians, Board Members, Managing
Directors, Partners and Chief Executives. | am used to building relationships and tailoring my speech and approach depending on the audience. | am
experienced in public speaking and delivering training to groups and individuals.
| am calm under pressure and when faced with unexpected issues work quickly to resolve them, this has a tendency to happen with the National
Eisteddfod as you have a different location each year (generally a field) and until you arrive to set up you don’t quite know what you’ll be faced with.
| am used to multi-tasking, short or changed deadlines and unexpected challenges. | have been acknowledged for my ability to resolve issues
quickly, quietly and diffuse tensions when needed with the minimum of fuss. | have always worked in high pressured and time scarce environments
and enjoy the challenges that brings.
Desirable
| have experience of working in large and complex organisations including HEIW, Princess of Wales Hospital, Age Cymru, Welsh Government, Price
Waterhouse Coopers.
Through my career | have worked in partnership with Charities, Welsh Government, Voluntary Organisations and the private sector.
| am experienced in budget management for whole projects and individual deliverables including event management and exhibition costs/materials.
Aptitude and Abilities
Essential
| am experienced in managing sensitive matters and what is appropriate in a given situation. | have been complemented on my ability to see the
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wider picture and possible consequences which may arise.

| am used to building relationships with colleagues, individuals and others. | have been thanked for my support and attitude to work on many
occasions. Due to the nature of the roles | have undertaken the ability to be professional, focussed and work with high attention to detail in a
systematic and logical approach has been essential to ensure success in the day to day and overall delivery of my role.

| enjoy being organised and planning my work according to agreed timescales however | remain flexible and respond well to change in a professional
and personal capacity. | treat others as | would like to be treated and respect individual opinion and points of view. | am open and honest in my
dealings with others and welcome feedback whilst looking for ways to develop myself and add value to the role and organisation.

Desirable

| was brought up speaking Welsh as my first language in the home. | was awarded an A grade in O level Welsh and have worked bilingually for most
of my career. | speak Welsh fluently and can read, write and understand written Welsh however | am not sufficiently competent to produce written
materials for publishing through the medium of Welsh.

Values

Essential

| always aim to approach my work in a positive manner although that can be challenging at times. During my early work with SHOUT Bridgend
County | was faced with considerable negativity and resistance. Through frank, clear, proactive communication | was able to persuade members of
the forum to allow me to trial my ideas and was successful in positively making a difference in the work of the forum. | had to show considerable
discretion when communicating with various members of the forum and representatives from the Borough Council and the Bridgend Association of
Voluntary Organisations. The forum did not initially recognise or accept the reputational risk they were putting themselves under. On several
occasions | had to exert my influence and assume a degree of authority in order to facilitate progress. | do not enjoy confrontation but appreciate that
on occasion it is necessary and do not shy from giving my opinion.

Preferred Full time
employment type

Welsh language

Can you speak and Yes
understand spoken
Welsh?

Please select the Level 4
level that best fits
your ability to speak
and understand
spoken Welsh:
Can you read Welsh? Yes
Please select the Level 4
level that best fits
your ability to read
Welsh:
Can you write in  Yes
Welsh?
Please select the Level 2
level that best fits
your ability to write
in Welsh:

Further questions

The question text supplied by jobs.nhs.uk is not in an easy to read format, it has been cleaned up as much as is safely possible but is likely to be missing punctuation and have
improper capitalisation. To view the original question text, please access this application on jobs.nhs.uk

The questions in this section are customised to the post for which you are applying.

If your application is Not applicable
successful and you
worked for an nhs
organisation that
used electronic staff
record esr you can
give consent to your
employment history
being transferred to
your new employer
please select one of
the values below to
confirm your consent
to the transfer of
your data

Are you currently an No
employee of health
education and
improvement wales

If you are currently N/A
studying please
provide your
expected
qualification date
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Are you currently No
working for this
organisation on a
bank only basis ie
you dont work for
this organisation in
any other capacity

Would you like your No
interview and or
assessment to be
held in welsh

Armed forces

Are you a member of the Armed Forces community?
No
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Applicant 61930434

Excellent candidate, demonstrating G |G Addysg a Gwella lechyd
almost all essential criteria Cyrmru {AaGIC)

0 N H S Health Education and

E37/38 D9/12 Improvement Wales (HEIW)

Application for employment

This application form was completed on the jobs.nhs.uk site and then imported into this system. The layout and question wording may
differ from applications completed on this system. If you ever have a query about the accuracy or completeness of the application
then please check the source data in the jobs.nhs.uk site.

Education & Professional Qualifications

All the relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check. Up
to 11 qualifications can be entered here.

Education & Professional Qualifications

Subject/Qualification Place of study Grade/Result Year obtained
BA (Hons) Photographic Practice Cardiff Metropolitan University 2.2 2017
ECDL Bridgend College Pass 2000
GCSE Welsh University of Glamorgan B 1990
ONC Public Administration Neath College Pass 1979
GCE 'O'Level English Language Sandfields Comprehensive School 1 1974
GCE 'O' Level Mathematics Sandfields Comprehensive School 5 1974
5 GCE 'O’ Levels Sandfields Comprehensive School 2-6 1974

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently undertaking together with the date completed or to be completed by.
Up to 7 training course can be entered here.

Course title Training provider Duration Year completed

IOSH Managing Safely RT Training, Treforest 4 days 2013

Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.

Please indicate your Not required for this post
professional
registration status

If you have answered "l have current UK professional registration relevant for this post" or "I have current UK professional registration and licence to practise for this post" then
please enter the relevant details below.

Professional Body and Membership 1

Professional body
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Highlight
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If other please
provide details below

Membership /
Registration number

Expiry / renewal date

[HIDDEN]

Professional Body and Membership 2

Professional body

If other please
provide details below

Membership /
Registration number

Expiry / renewal date

[HIDDEN]

NHS Service

Start date of
continuous NHS
service (if applicable)
Months since most
recent employment
ended (if applicable)

June 2017

Current/most recent employer (reference always required)

Employer name
Employer address

Type of business
Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Salary

Period of notice

Health Education & Improvement Wales

Ty Dysgu
Cefn Coed
Cardiff
Cf157QQ

NHS
Head of Workforce Programmes

Project Support Officer
03/2021

4
21892
4 weeks

Reason for leaving (if applicable)

Brief description of your duties & responsibilities
My current role is a secondment as Project Support Officer in Workforce Programmes at HEIW where | project manage the internal staff health and
wellbeing programmes. | carry out this role for four days a week, the remaining day continuing in my substantive post as an administration assistant
in the Education, Commissioning & Quality Department of the Nursing Directorate at HEIW. This role provides admin support to the department and |
am also responsible for arranging and co-ordinating the annual Trainee Healthcare Scientist recruitment programme.
Both of my current roles require collaborative working and communication with a wide range of internal staff and external stakeholders.

Activities prior to above starting with most recent

Employer name
Employer address

Type of business

Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Salary

Period of notice

Reason for leaving (if applicable)

Currently employed

Brief description of your duties & responsibilities
My current role is administration and project support in the Education, Commissioning & Quality Department of the Nursing Directorate at Health
Education and Improvement Wales. The role supports the six managers within the department and dealing with verbal and written queries. | am
also responsible for arranging and co-ordinating the annual Trainee Healthcare Scientist recruitment programme and administering the Student
Bursary Appeals process. In addition, | carry out routine administration tasks - arranging meetings, minute taking, purchasing of goods and

Health Education & Improvement Wales

Ty Dysgu
Cefn Coed
Cardiff
Cf157QQ

NHS
Project Officer, Nursing Directorate

01443 824267
Administration Assistant
October 2017

3
21142
1 Month
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services, using the Oracle system and arranging and booking travel and accommodation. My current role requires collaborative working and
communication with a wide range of internal and external agencies.

Employer name
Employer address

C2 Cleaning Services Ltd

105 Bishopswood
Brackla
Bridgend

CF312LZ
Type of business Commercial Cleaning company

Reporting to (job
title)

Telephone 01656 668917

Your job title
Start date
End date
Grade

Salary

Director
September 2010
September 2015

15,000

Period of notice

Reason for leaving (if applicable)
Dissolved company to study full time

Brief description of your duties & responsibilities
Sales and Management of company. Managing staff and payroll, negotiating contracts for commercial cleaning services. Managing health and

Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Salary

Period of notice

safety. Preparation of accounts./
Employer name NWSSP
Employer address Unit 4/5 Charnwood Court
Heol Billingsley
Parc Nantgarw
Cardiff
Type of business NHS

Workforce Programme Manager

01443 846384
Clerical Bank Staff
July 2017

October 2017

2

£17,640

Reason for leaving (if applicable)
Obtained Band 3 post within department

Brief description of your duties & responsibilities
Secreterial and administrative tasks within the Workforce and Education Development department of NWSSP.

Employer name
Employer address

Type of business

Reporting to (job
title)

Telephone

Your job title
Start date

End date

Grade

Salary

Period of notice

Reason for leaving (if a
Change of career

Employer name
Employer address

Type of business
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Bridgend County Borough Council

Brackla House
Brackla Street
Bridgend

Local Authority
Internal Audit Manager

Internal Audit Assistant
June 2001

August 2010

3/4

£14,500

pplicable)

Brief description of your duties & responsibilities
Completing Internal Audits in departments across the County Borough and producing detailed reports with follow-up visit if required

Bridgend County Borough Counciol

Celtic Court
Tremains Road
Bridgend

Local Authority






Reporting to (job Respite Service Manager
title)

Telephone
Your job title Clerical Assistant (part time)
Start date June 1999
End date June 2001
Grade 1/2
Salary £5000
Period of notice

Reason for leaving (if applicable)
Career progression

Brief description of your duties & responsibilities
Admin associated with Respite Care home including telephone queries from staff and carers, ordering supplies, managing petty cash account,
filing of confidential patient records

Employment Gaps

If you have any gaps within your employment history, please state the reasons for the gaps below.
09/2015 - 07/2017 - Studied full time with Cardiff Metropolitan University for BSc (Hons) in Photographic Practice

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you
meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and
clinical audit.

Supporting information
Qualifications and/or Knowledge

- | am educated to degree level and have an ONC in Public Administration. | have previously been Director of my own Limited Company, managing
between eight and 15 staff.

- | currently work four days per week on staff health and wellbeing initiatives in the Workforce Programmes department at HEIW. The remaining day |
continue in my substantive post in the Nursing Directorate and am currently working on the annual Trainee Healthcare Scientist recruitment
programme. In my current roles | cover basic and advanced administrative and clerical processes as required in the departments and incorporate
many of those skills into the projects that | am currently monitoring and developing. The tasks are prioritised and changed to accommodate the needs
of the department. In my previous role as Company Director | initially managed the accounting, allocation of work, health and safety and human
resources and priorities according to the needs of the business. To provide risk assessments, | obtained the IOSH Managing Safely qualification.

- | have recently undertaken Accessibility training provided by Shaw Trust to help with the requirements of my new role and have requested project
management training in Prince 2 or Agile to further enhance my skills

- | have worked for the NHS for the last four years and have worked in HEIW since its inception in 2018. During this time, | have visited all the health
boards, and have built up a varied knowledge of the people and processes within the service. This has enabled to have a wider understanding of the
governance of the NHS and other public sector bodies.

Experience

- | recently worked on the Bursary Withdrawal process which required a great deal of tact and sensitivity when dealing with queries, verbally and in
writing, from students, parents and university staff, some of whom were very distressed or angry.

- Whilst working at WEDS, | researched information on nationwide Surgical Care Practitioner post adverts and the salary scales. | contacted
universities in England to establish the content of the courses offered. This was collated into a document for the Workforce Manager to present to the
Head of WEDS. In a previous role with a local authority, | produced audit reports which were submitted to the department head and the audit
committee which included senior council leaders and cabinet members.

- My current role gives me significant experience working with senior staff up to Board level. | regularly liaise with staff in arranging and attending
meetings with senior staff within the NHS and with external stakeholders including employees at Welsh Government and the Welsh universities.
These meetings include Education Contract meetings with senior university staff, Advanced Practice Meetings with Health Board staff. | have
previously arranged and minuted meetings held at Welsh Government and chaired by the Chief Pharmaceutical Officer for Wales.

- | have devised my own spreadsheets for managing the trainee scientist recruitment programme together with all the necessary communications. |
have prepared presentations using PowerPoint for the Workforce team at WEDS to present to meetings to external stakeholders.

- | am always aware of GDPR and the need to process and manage confidential and contentious or sensitive information in the appropriate manner.
This is evident in management of personal information which is dealt with on a regular basis. Hard copies of personal details of students are kept
securely for three months and then destroyed using the confidential waste disposal system.

- Microsoft Office is used daily, using Outlook to manage my emails and calendars within the department. Excel and Word are used to manage
projects and producing communications and minutes.

- | have an understanding of Project Management principles and use this on a daily basis to progress the projects currently being undertaken on staff
health and wellbeing

- | can demonstrate my ability to work with people at all levels by the positive feedback | receive following the Trainee Healthcare Scientist recruitment
programme. Over the three years | have been involved with the programme | have built and developed relationships with the recruiting managers in
the health boards, staff at the National School of Healthcare Science and the University staff who are responsible for teaching the programmes.

- Problem solving skills are an important part of my role. When the department became responsible for managing the Bursary Withdrawal process |
established a system and this had to be constantly amended due to the changing demands of the service.

- I am currently working for two different departments and constantly have to organise the multiple demands on my time and prioritise the workload to
achieve all goals within short deadlines.

- Tact and diplomacy are often required in many aspects of my role and can be evidenced in speaking to candidates who are unhappy with not being
selected for training posts or distressed students who were faced with paying back large sums of money due to withdrawing from bursary funded
courses.

- | enjoy working in a role that is busy and pressurised and often work 10-12 hour days when needed during the Trainee Healthcare Scientist
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interview days. | would however do my utmost to ensure efficient planning and anticipation of potential problems to minimise any unnecessary
pressure and achieve planned deadlines.

- An ability to develop strong multidisciplinary relationships can also be evidenced in my current role where | am liaising with other departments,
health boards and external agencies to set up staff health and wellbeing platforms.

Aptitude and Abilities

- | feel comfortable with handling confidential information and sensitive matters and feel that | have carried out this role with tact, diplomacy and
empathy.

- | am always professional and focussed and have demonstrated building positive, professional, appropriate, proactive and supportive relationships
with stakeholders and colleagues, during the trainee scientist interviews

- | am professional and focussed on each aspect of my role.

- | am conscientious and take pride in attention to detail to ensure projects are presented at a high level to stakeholders and colleagues. This can be
evidenced by the stakeholders taking time to communicate their appreciation of the efficiency of the process following the STP recruitment
programme.

- It is essential when covering two separate role that my organisation and time management skills are excellent to achieve a positive outcome and
achieve deadlines.

- | am always flexible in my hours of work and can work outside normal working hours where deadlines require and am happiest in a fast-paced
working environment

- | have experience of Microsoft Office packages and have recently undertaken a refresher Excel training.

- | add deadlines to the planning for each project for which | have responsibility, and this ensures timescales are met effectively.

- | am passionate about continually improving the projects | manage and am happy to make decisions where | think improvements can be made and
will take positive action to put these in place. In the final year of my degree the students had to organise a graduate exhibition of work. | took the lead
on this and acquired the use of the Senedd Building in Cardiff to display our work and for the First Minister to open the event. | delegated tasks to
other members of the team and helped them to achieve their goals which resulted in a very successful event which was the result of good teamwork
and leadership skills.

- | am currently learning Welsh.

Values

- | have demonstrated through my work on the Bursary Withdrawal scheme that | was able to proactively address problems by amending the process
when the guidelines changed and was able to do this numerous times with a positive attitude,

- | am equally productive as part of a team or working on my own and contribute effectively to current projects. | am happy to seek advice and
assistance where appropriate

- | frequently had to use my initiative and judgement when answering difficult queries from students and effectively responded or was able to know
when it was appropriate to seek further advice.

- | am always professional and focussed and have demonstrated building positive, professional, appropriate, proactive and supportive relationships
with stakeholders/colleagues, during the trainee scientist interviews. Confidentiality is always maintained.

Preferred Full time
employment type

Welsh language

Can you speak and No
understand spoken
Welsh?

Please select the
level that best fits
your ability to speak
and understand
spoken Welsh:

Can you read Welsh? No

Please select the
level that best fits
your ability to read
Welsh:

Can you write in No
Welsh?

Please select the
level that best fits
your ability to write
in Welsh:

Further questions

The question text supplied by jobs.nhs.uk is not in an easy to read format, it has been cleaned up as much as is safely possible but is likely to be missing punctuation and have
improper capitalisation. To view the original question text, please access this application on jobs.nhs.uk

The questions in this section are customised to the post for which you are applying.
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If your application is
successful and you
worked for an nhs
organisation that
used electronic staff
record esr you can
give consent to your
employment history
being transferred to
your new employer
please select one of
the values below to
confirm your consent
to the transfer of
your data

Are you currently an
employee of health
education and
improvement wales

If you are currently
studying please
provide your
expected
qualification date

Are you currently
working for this
organisation on a
bank only basis ie
you dont work for
this organisation in
any other capacity

Would you like your
interview and or
assessment to be
held in welsh

Yes

Yes

n/a

No

No

Armed forces

Are you a member of the Armed Forces community?

No
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		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930429

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930433

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930434

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930439

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930441

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930446

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930452

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Applicant 61930456

		Application for employment

		Education & Professional Qualifications

		Relevant Training Courses Attended

		Membership of Professional Bodies

		Professional Body and Membership 1

		Professional Body and Membership 2

		NHS Service

		Current/most recent employer (reference always required)

		Activities prior to above starting with most recent

		Employment Gaps

		Supporting Information

		Welsh language

		Further questions

		Armed forces







		Document checklist
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Hi Hilary

Here are copies of the interview questions | have used previously, which may be useful and mean we
don’t have to start from scratch.

BW

Ruth

Ruth Taylor

Careers & Widening Access Advisor

Health Education and Improvement Wales
(HEIW)

Ty Dysgu

Cefn Coed

Nantgarw

Cardiff

CF15 7QQ

Telephone: 01443 846380
aagic.gig.cymru Web: heiw.nhs.wales

@HEIW_NHS

NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.


mailto:Ruth.Taylor@wales.nhs.uk
mailto:Hilary.Hopkins2@wales.nhs.uk
file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales

Pharmacy Administrator interview questions



1. Tell us a little about yourself and what has attracted you to this role.



2. Tell us what you understand about HEIW and the Pharmacy workforce.  



3. What essential skills do you think you will need to fulfil this role?  How can you demonstrate your skills in these areas?



4. This is a new position and will require the successful candidate to implement new processes.  Can you provide an example of when you have implemented a new process, what you did and what went well and not so well?  



5. Can you provide an example of when you have had to solve a problem?  How did you go about it?

[bookmark: _GoBack]

6. Can you provide an example of where you have needed to escalate an issue or ask for help?



7. Can you describe a time whereby you have needed to communicate with multiple stakeholders to complete a task?  



8. Post COVID-19, virtual working will become more normal. What do you see the opportunities and barriers to this?



9. Do you have any questions?






		Post Title:

		Careers & Widening Access Officer   

		Ref No: 

		

		Date:

		



		Department:

		Careers & Widening Access 

		Name of candidate:

		

		

		



		QUESTION

		COMMENTS

		RATING

1 = Poor          

5 = Excellent



		1.

		Welsh conversation 

		

		



		2.

		Tweet

		

		



		3.

		(SE) Tell us a little about yourself and what attracted you to the role.

		

		



		4.

		(RT)This role is pivotal to supporting the Careers & Widening Access Team. Having read the job description, can you tell me what you understand is required of the role? Anything else….

		

		



		5.

		(RT)Can you tell us about a time where you have supported running an event and the various key stages required?  If you have not done this, what would you do and what do you think the key stages would be? This about personal life – bday, celebration etc, 

		

		



		6.

		(RT) With the possibility of not being able to hold face to face events for some time, we need to explore other opportunities for engagement, such as virtual career fairs.  As this will something new for us, how would you approach understanding and using this technology?  

		

		



		7.

		(CE)This role will support the team to manage several pieces of project work.  Can you tell me about project work you have been involved with and what your role was?  Tools, milestones, deadlines   

		

		



		8.

		(CE) Part of this role involves the development and maintenance of our Careers and Widening Access website and resources.  To do this, we need to keep up to date with research and developments in this field.  How would you go about keeping abreast with the Careers & Widening Access agenda?

		

		



		9.

		(CE)You should be aware of HEIW’s values and behaviours.  Please can you provide an example of how you demonstrate one of these in your non-working life?

		

		



		10

		(SE)For the foreseeable future we will be required to work from home……

		

		



		11.

		(SE) Do you have any questions?

		

		










		Post Title:

		Careers & Widening Access Assistant 

		Ref No: 

		

		Date:

		



		Department:

		Careers & Widening Access 

		Name of candidate:

		

		

		



		QUESTION

		COMMENTS

		RATING

1 = Poor          

5 = Excellent



		

		Tell us a little about yourself and what attracted you to the role.

		

		



		

		Prioritisation task 

		

		



		

		What do you know about HEIW and what qualities and attributes would you bring to this role and the organisation?

		

		



		

		Can you tell us about a time where you have supported an event or project in either your work, academic or personal life and what was your contribution?  What did you do?

		

		



		

		Can you tell us about a time when you were part of a team?  What worked well and not so well?  

		

		



		

		Explain a time when you implemented or improved a system or process.  What was the outcome and what did you learn?

		

		



		

		How do you keep yourself organised when dealing with tasks and requests from multiple sources?

		

		



		

		For the foreseeable future we will be required to work from home, what would keep you motivated and how could we support you to work well in this way?

		

		



		

		This role will involve communicating with a variety of people.  How would you vary your communication approach according to who you are communicating with?  

		

		



		

		Do you have any questions?

		

		










		Post Title:

		Workforce Strategy & Planning Officer  

		Ref No: 

		

		Date:

		08/07/2020



		Department:

		Workforce Planning 

		Name of candidate:

		

		

		



		QUESTION

		COMMENTS

		RATING

1 = Poor          

5 = Excellent



		1.

		Tell us a little about yourself and what attracted you to the role.

		

		



		2.

		This role is pivotal to supporting the workforce planning team. Having read the job description, can you tell me what you understand is required of the role? Anything else….

		

		



		3.

		Having thought about this role, what can you bring to this role if you were successful? Think about other roles you have done, work/school, personal. 

		

		



		4.

		This role will support the team to manage several pieces of project work.  Can you tell me about project work you have been involved with and what your role was.  Tools, milestones, deadlines   

		

		



		5.

		HEIW is a national body and we liaise with all levels across many organisations in Wales and the UK.  Can you tell me about a time when you have had to link with multiple stakeholders to organise a meeting or event.

		

		



		6.

		Part of this role involves the development and maintenance of our workforce planning webpages and resources.  To do this, we need to keep up to date with research and developments in this field.  How would you go about keeping abreast with the workforce agenda?

		

		



		7.

		Imagine you are successful in getting this post.  The head of department has given you a number of tasks to be completed this week and I need some support with reorganising workforce planning training at short notice.  How would you prioritise and approach this workload conflict?

		

		



		8.

		HEIW is a new organisation is introducing new digital ways of working and is currently rolling out a new digital platform for our resources.  As this is new to all of us, how would you approach using the system. 

		

		



		9.

		You should be aware of HEIW’s values and behaviours.  Please can you provide an example of how you demonstrate one of these in your non-working life?

		

		



		10.

		For the foreseeable future we will be required to work from home……

		

		



		11.

		Do you have any questions?

		

		












Ev1i7

Post Title:

TWL and International Recruitment Officer

Department: W&OD

Name of
candidate:

Date:

07/04/2021

QUESTION

COMMENTS

RATING
1 = Poor
5 = Excellent

(H) Scenario response

(R)Tell us a little about yourself and what attracted
you to the role.

(R)This role is pivotal to supporting the TWL team.
Having read the job description, can you tell me
what you understand is required of the role and
what could you bring if you were successful?

(R)This role will require you to multitask, supporting
events, projects and the wider team, working to
tight timescales. Please can you provide an example
of how you have multitasked, managed and
organised a varied and pressured workload.

(S)HEIW is a national body and we liaise with all
levels across many organisations in Wales and the
UK. Can you tell us about a time when you have
had to link with multiple stakeholders to organise a
meeting or event?

(S)Due to COVID, many in-person events such as
conferences, are being replaced by virtual events.
As this is something new for us, how would you
approach understanding and using this technology?

(S)What do you believe are the positives and
negatives of a virtual event?




(H)Part of this role involves updating the content
and imagery for our TWL webpages and other

8. | resources, such as our brochures. This will require
engagement with various specialist teams. Describe
how you would manage and organise this?

(H)You should be aware of HEIW'’s values and
9 behaviours. Please can you provide an example of
" | how you demonstrate one of these in your non-
working life?
10. | (H)Overview of working arrangements
11. | (H)Do you have any questions?




Ev18

TrainWorkLive and International Recruitment Officer Scenario Assessment

Please read the scenario below and reflect on how you would deal with the tasks in respect of
prioritisation and approach, bearing in mind you are new to the role. Consider how you would use
HEIW’s values and behaviours in your response.

You will be required to provide a verbal 5 to 10-minute summary to the interview panel, explaining
how you would prioritise and approach each task.

1. You receive an email in the TrainWorkLive generic inbox from a nurse who is based in India,
enquiring about the requirements to work as a nurse in the UK. You are required to respond
to this email, with accurate information, within 2 working days.

2. You come into work to an email from the Strategic Programme Lead, asking for your urgent
assistance with a piece of work. They have a deadline of close of play that afternoon and
require you to format a Board report onto the corporate template. The report will require the
use of the new HEIW branding and you are unsure of where to find it and use it correctly.

3. You receive a phone call at 11:30am from a doctor who is an international medical graduate
(overseas doctor) who is disappointed that she has not been successful in gaining a place on
one of the medical training programmes and would like to understand why they have been
unsuccessful.

4. You have been asked to schedule a series of monthly meetings for the remainder of the year,
starting from 1 May 2021. Attendees at the meeting include both internal HEIW staff as well
as colleagues from Welsh Government.

5. You have been asked to arrange and contribute to the development of a new international
recruitment campaign to promote Wales as a great place to train work and live. This will
require you to liaise with key teams within HEIW to collate ideas to be discussed at a campaign
planning exercise on 10" May 2021.



Ev1l9

Post Title: TWL and International Recruitment Officer
Name of Date: | 09/04/2021
: . I
Department W&OD candidate:
QUESTION COMMENTS RATING
1 = Poor

5 = Excellent

1. | (H) Scenario response

Good detailed answer. Would respond to the email ASAP,
by acknowledging and providing advice. Noted time
difference and need for clear communication with this mind.
Next would be the board report. Would inform manager
that she had received the email and would do task. Would
ask colleagues for advice as to where to find the branding.
Would confirm advice with line manager before proceeding,
but would make a start if this is not possible (? over
cautious). Would speak to someone about task 3 noting the
deadline and ascertain the format of the response. Again,
recognised the potential time difference.

Whist 2 remains her priority, she would communicate with
the requester to explain other priority. Would also identify
when the requester would like the dates to start.
Communication with requester is key. Would split task 5
into 2. First 2 weeks would be used to meet with teams to
collect ideas, 2" 2 weeks used for remaining meetings and
collation of ideas.

Didn’t receive the scenarios until 5 minutes before the
interview was due to begin. Broke down their series of
actions. First would be the email — advised they would reply
as soon as possible, confirming receipt and advising a
response would be sent within 48 hrs, and allot a time to
respond (demonstrated an awareness of managing
expectations). Second would be organising the meetings -
advised they would communicate to the originator of the
request that they were working on a priority piece of work
(dealing with the strategic programme lead), would confirm

4.5




the desired date and communicate when the event invites
would be sent out. Third would be the strategic programme
lead - advised they would speak with a colleague first to
find out about the branding, then contact lead to
acknowledge request and relay what they’d found with help
of colleague (confirming what they’d done so far and
confirming next steps). Fourth would be the phone call -
advised they would take the phone call directly,
acknowledge the caller’s request and confirm a response
would be issued within 48 hrs; also mentioned they’d
confirm how the caller would like to be contacted
(demonstrated an awareness of time differences). Fifth
would be the TWL campaign - advised they would structure
their approach: first would be engaging with stakeholders,
then would give themselves 2 weeks to collate info prior to
meeting on the 10%. Initially advised they would do the fifth
task on the following day, but subsequently amended their
response at the end of the set questions. Answered within 5
minutes.

All of the above. Only one to acknowledge time difference
with international.

(R)Tell us a little about yourself and what attracted
you to the role.

Advised that they’d worked in recruitment for 12+ years.
Spoke about how they love helping people progress in their
careers, how they love seeing things through from start to
finish. Spoke at length about their previous role, and what
they enjoyed about their role. Stated they enjoy seeing
people thrive, and helping to put the right people in the
right positions. Acknowledged that recruitment can have an
impact on people’s lives. Also mentioned that they enjoyed
meeting with people from different backgrounds and
cultures. Didn't really talk about themselves in a personal
capacity, but time ran over to be prompted.

12 years + in recruitment, her passion for role and helping
people progress came though, plus seeing things through
from start to finish. Spoke about Education Provider role,




where recruited /employed assessors not learners -
however, a number of learners, who grew up in care (and
the orgn delivered training to these) decided to become
assessors - satisfying to see people succeed. Important to
enjoy job — watching people thrive knowing someone you
recruited has succeeded and thrive. Important job as this is
people’s lives. Acknowledged that everyone is different,
people’s background and culture. Came across as
passionate, in a professional manner.

(R)This role is pivotal to supporting the TWL team.
Having read the job description, can you tell me
what you understand is required of the role and
what could you bring if you were successful?

Spoke about working internally and externally with Welsh
Government, colleges, professional bodies, providers etc.
Supporting people coming through external bodies for
career support and on-boarding. Seemed a bit unsure about
the nature of the roles they’d be supporting, e.g. whether it
would be just for nursing etc. Their response suggested
they weren’t particularly clear what the role entails - their
response was very recruitment-focused. [Following a
prompt about what they’d bring to the role] proceeded to
talk about how they had years of experience in recruitment,
in working with internal and external stakeholders, in
events organisation. Spoke about their patience and good
communication skills. Described themselves as a “people
person” and that they had a passion for helping people.
Advised that they had experience of working in healthcare,
that they understood NHS recruitment processes, that they
had experience of providing career guidance, of advertising
roles and marketing.

Spoke about working closely internally and externally, plus
external providers. Career paths. Asked was it nursing or
generic? Knew it was world-wide. Recruitment fairs, Careers
Fairs. Felt she has a good understanding that everyone is
different, needs are different. Need to be patient
particularly with overseas applicants, as per her current job.
She described herself as a people person, with a passion for
helping. Signpost and advise. Ref experience of advertising
and marketing.

3.5




(R)This role will require you to multitask, supporting
events, projects and the wider team, working to

In previous role, they were one of two that dealt with
recruitment in a fast-growing environment (up to 40 live
vacancies at any time). Spoke about how they prioritised
roles, communicated with managers, worked with
colleagues to fulfil business needs, and had regular
communication with stakeholders. Advised that they had
created a database and that they proactively looked for
candidates. Also mentioned that they regularly interacted

tight timescales. PIea_se can you provide an example with colleagues to delegate and take responsibility for 4.5
of how you have multitasked, managed and :
. . actions.
organised a varied and pressured workload.
Previous role in org which grew from 80 to 400 staff,
worked as part of a team; she described having 40 live
vacancies of different levels from admin assistant to
director; prioritised her day; never afraid to ask questions
or for help. Daily meeting to prioritise.
Provided an example of arranging assessment centres
across the UK and the need to engage with various
stakeholders, including venues, caterers, managers,
candidates, job boards etc. Important to coordinate diaries
and travel arrangements and ensure office cover. She
(S)HEIW is a national body and we liaise with all would arrange the stands, advertisements and promotion
levels across many organisations in Wales and the and liaise with care homes and other organisations to
UK. Can you tell us about a time when you have encourage their staff to attend. Task requires organisation, |5
had to link with multiple stakeholders to organise a team work and co-ordination. Good example.
meeting or event?
Described providing assessment centres across UK. Liaise
with venues, caterers, managers, applicants, jobs boards
colleagues, other providers, care homes, UHW - lots of
organisations to ensure logistics and respected each others
time - have to co-ordinate to make a success.
(S)Due to COVID, many in-person events such as _I:Ijas a_;tenhdedla L\IWSSP \t;irtualjwagds SIS, quld I
conferences, are being replaced by virtual events. ! _entl 7 NS [BEIE orm e € USed and arrange greiedies ezl
As this is something new for us, how would you with colleagues, using trial and error. Would contact IT for 5

approach understanding and using this technology?

further assistance and also research and use google to learn
about technology. Would try and attend another event to
experience the technology in action and bring back any




ideas or learning points. Good answer, but required
prompting.

NWSSP awards - virtual gave many more people the
opportunity to attend.

Would find out what platform, arrange a dummy call if it
was Zoom or Teams. Professional background or blurred
image (no underwear on radiators, which she has seen).
Would google and research on how best to display. Find out
if there are events internally so can see first-hand.

(S)What do you believe are the positives and
negatives of a virtual event?

Positive — Has enabled businesses to keep going, giving an
example of PECs now being done virtually. If this stopped,
recruitment would have to stop also. Negative - potential
for issues with wifi, cameras, microphones and other
technical problems. Virtual is not the same as face to face,
with only one person able to speak at once virtually,
whereas informal conversation can occur during a in person
event. Positives not specifically related to a virtual event.
Pos - can keep going PECS etc (people were frustrated,
however, she explained it would all be on hold without
virtual) Overseas - can speed things up, as avoid travel etc,
Negs - internet issues, tech not working.

3.5

(H)Part of this role involves updating the content
and imagery for our TWL webpages and other
resources, such as our brochures. This will require
engagement with various specialist teams. Describe
how you would manage and organise this?

Detailed answer. She would identify the frequency that the
information required updating, ensure regular
communication with stakeholders, recognising that
information can change, i.e. branding, contact details etc.
Would develop a spreadsheet to record the data. Would
meet with relevant teams to ensure information was
accurate and was received in a timely manner. Noted that
time would be needed for them to carry out their area of
responsibility and time for proof reading. Noted that the
content may need to be reviewed by multiple stakeholders
before finalising.

Spoke about diarising the frequency of updates and
allocating time to enact those. Mentioned engaging with
stakeholders regularly to ensure content and contacts were




up to date. Suggested creating a database and record of
when materials and contacts were last updated. Spoke
about scheduling meetings with internal and external
stakeholders for content, as well as confirming the
processes of updating content. Mentioned proof reading,
checking drafts with managers and stakeholders before
publishing.

(H)You should be aware of HEIW'’s values and
behaviours. Please can you provide an example of
how you demonstrate one of these in your non-
working life?

Respect for all - gave an example of her nephew having
cerebral palsy and the appreciation this had given her to
understanding the barriers of both those with visible and
non-visible disabilities. More awareness of the need to
adapt communication style.

Chose ‘respect for all’ — spoke about family member who
has a disability, and how they’ve developed an improved
understanding and respect for people with visible and
invisible disabilities. Spoke about how their personal
circumstances had led to a greater respect for people’s
identities and needs.

10.

(H)Overview of working arrangements

11.

(H)Do you have any questions?

Amended their answer for the scenarios here. Asked about
why TWL had moved from Welsh Government to HEIW.
Asked about whether the TWL project was designed to be
short-term or not. Asked whether HEIW and TWL works
with all Health Boards.

Comments

Provided good examples in the main, her answers reflected
thought into the transferability of skills and experience to
date. Some lengthy answers and interview overran.

Appointable candidate

39/45
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Statement provided for Ruth Taylor in respect of support for the
TWL/International Recruitment Officer Recruitment Process

Ruth’s support throughout the recruitment process for the TWL/International
Recruitment Officer, was effective, efficient, and met all my requirements.

I was not familiar with the process and very much welcomed Ruth’s support and
professional input. Ruth not only walked me through the process, she provided
direct input where this was permissible, such as undertaking an initial sift of
applicants using the job description and person specification; Ruth also developed
a scenario pre-interview test and provided templates which she had developed
e.g. a scoring matrix, plus some sample questions which could potentially be
adapted.

This was the first time that I had used Teams to interview and Ruth ensured it
was set up such that each interviewee had their own calendar appointment, so
that it was all segregated and therefore confidential for each interviewee.

Following the interviews, Ruth and I discussed what had gone well and what could
have been improved.

e Some candidates had asked us to repeat seemingly long questions - these
were, however, a statement, followed by a question. It may be that we
need to re-word these to make them more succinct, or it could be that
interviewing via Teams was impacting.

e We felt that internal candidates would benefit from interview training.

Ruth’s support was invaluable to me, at a very busy time. I am currently
benefitting from Ruth’s support, for a senior position in my team.

Hilary Hopkins
May 20t", 2021



	Contributing to resourcing and talent planning FINAL
	Ev1 Notes from meeting with Jackie Parsons
	Ev2 National Succession Planning Strategy Final Oct 2017
	NHS WALES
	NATIONAL SUCCESSION STRATEGY
	2017-2027
	This will result in
	CONCLUSION

	Ev3 Notes from meeing with Foula and Jeremy 
	Ev4 DRAFT HEIW Compassionate Management Programme 040221
	Ev5 Risk register
	Ev6 working age population
	Ev7 Leavers data
	Ev8 roles and responsibilities
	Ev9 Recruitment KPIs
	Ev10 Internal Recruitment Officer recruitment process
	EV11 Welsh translationr request
	Ev12 Personal specification
	Ev13 Shortisting
	Ev14 Final candidates email
	Ev15 - Calendar invites
	Ev16 previous interview questions email
	Ev17 Confirmed interview questions
	Ev18 TWL scenario
	Ev19 - Responses
	Ev20 Statement for Ruth

