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Notes on candidate evidence matrices

Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.

Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 

Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.

Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.
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[bookmark: _Hlk97501101]LO1: BE ABLE 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.

Workforce planning is defined by the CIPD (2021) as the course of stabilising the skills or labour supply against what is required. The CIPD (2021) maintains it is ‘about getting the right number of people with the right skills employed in the right place at the right time, at the right cost and on the right contract to deliver an organisation’s short and long-term objectives.’

The workforce plan at the Neath Port Talbot Council (NPTC) shares some similarities with this, as it establishes that the aim of the plan is ‘to ensure that the Council has the right number of people with the right skills and attitudes in place at the right time to deliver its services and functions’, as we can see on EV1.

The NPTC workforce plan has been implemented since 2018, and was designed on the foundation of the following steps:

· Setting out the key challenges for our employees over the following five years, articulated in the Corporate Plan objectives and priorities, the Medium-Term Financial Plan, the Asset Management Plan and the Corporate Risk Register. 

· Understanding the current workforce within the Council and the issues which may affect the capacity and supply of suitably skilled employees over the next five years.

· Seeking to anticipate the demand for employees and specifically the sort of skills and competencies required to take the Council forward.

· Developing an action plan to seek to ‘bridge the gap’ between our current and identified future workforce needs.

· Establish mechanisms for monitoring and reviewing the plan and sustaining the workforce planning processes.

This, once again, shows a resemblance with the different stages to the workforce planning process found by the CIPD (2021), as we can see in the figure below. 

[image: Diagram
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The NPTC workforce plan analysed the workforce in 2017 and identified significant underlying trends, as shown on EV2. It is interesting to see that the highest percentage of employees falls under the directorate of Education, Leisure and Lifelong Learning as Teaching Staff (23%), and on the previous two years the workforce was reduced by 6.18%, the result of the challenging financial pressures, along with the economic, social, legislative and demographic. Moreover, in terms of absence, the main reason was stress and mental health. 

The plan intended to shape the workforce on the following 5 years, to attract, retain and motivate the employees with the best skills to deliver services and achieve the strategic goals, once more basing it on the CIPD (2021) statement which establishes that by implementing workforce planning, the organisations may:

· Reduce labour costs.
· Improve employee retention
· Improve quality and productivity
· Enhance employees’ work-life balance
· Target inefficiencies
· Respond to customer needs
· Identify strategies for developing employees

The NPTC workforce plan states that it must be aligned with the Council’s Vision, Values, Well-being Objectives, Financial Planning, Asset Management Planning and Governance Arrangements, in order to understand what the future workforce will look like, how they will work and what their objectives will be, as we can see on EV3. Once more, it agrees with the CIPD (2021), which maintains that workforce planning ought to be linked to the organisation’s objectives and be part of the strategic business planning process.

It is important to highlight the Medium-Term Financial Plan (EV4), where it is stated that the Council’s budget was reduced by £78 million since 2010, resulting in reducing the workforce by a quarter. Thanks to the Council's social partnership between the elected members, officers and trade unions, all the change programmes required to reduce staff were delivered protecting the workforce from compulsory redundancy to the maximum extent possible.

The Council also counts on the Head of Service Workforce Planning Group, which includes trade union members and meets regularly to manage the reduction in staff whilst safeguarding employment and decreasing compulsory redundancies. One of the measures reinforced by the group was the restrictions on external recruitment, which gives priority in a recruitment and selection process to those in risk of redundancy or medical redeployment. I have enclosed the Council’s Recruitment and Selection policy (EV5).

As Covid hit in 2020, the Workforce Planning Strategy’s focus was to redeploy employees to front line services. An example was the implementation of the Safe and Well Scheme, which delivered essential goods to those vulnerable people within the Neath Port Talbot County Borough. I have attached a spreadsheet with some examples of redeployment (EV6).


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

I have analysed internal information regarding the staff who left the Council since October 2021 until March 2022. One of the sectors with a high number of leavers is Social Services, with a total of 64 within that period (EV7). As of 16th of May 2022, there are 13 jobs posted in the Council’s jobs portal, some of which contain more than one vacancy (EV8).

The Department of Health and Social Care (Gov.uk, 2021) has published the results of the Adult Social Care workforce survey, which collected responses from almost 9,000 adult social care settings in England. Unfortunately, I have been unable to find similar results for Wales, but the responses gathered from this survey show a significant similarity with the situation in the Council. The main issue shown in this survey is the challenge in recruiting staff and accessing agency workers, with percentages of 81.9 and 77.9, respectively. The following areas which the respondents found also challenging were recruiting and maintaining morale (EV9). As regards to the reasons why staff leave, the survey found that it is due to a better pay outside the care sector (EV10).

When comparing these results to the data from the Council, a quarter of the leavers did not provide a reason, whereas from the 75% of the remaining departers, retirement and promotion elsewhere are the next most common causes (EV7). 

The Social Care sector shows both skills shortage for the near future, both in NPTC and England, but also it has acquired a negative image as a profession, especially since Covid hit us, due to the long working hours caused by self-isolating staff, and the low remuneration (BBC News, 2021).


1.3 Assess the extent to which current organisational planning activities are addressing potential needs.

The NPTC has received an increase on funding, resulting in the creation of the Recruitment Taskforce Team at the end of 2021, which I joined in January 2022. Its aim is ‘to fill vacant posts across the Neath Port Talbot County Borough with suitably qualified and experienced people and to do so at pace, working with key partners’ (EV11).

As of 15th of November 2021, there were 100 vacancies only in Social Services, reduced to 61 by the 7th of December 2021 (EV11). The Recruitment Taskforce Team has had a substantial impact on the reduction of the vacancies, by supporting the managers rewriting Job Descriptions and Person Specifications, and attending job fairs.

The pay scale of social care staff, from the newly qualified social worker to the principal social worker, was analysed through eleven councils, including Neath Port Talbot. The pay scales included the basic pay and the market supplement, along with other incentives that the council is providing. I have been unable to obtain a copy of the report due to confidentiality, but the recruitment specialist has confirmed that discussions are still ongoing to match our pay scale in the Council to the market rate.

The Training department has also developed some Taster Sessions, which are being promoted in the job fairs through leaflets and via social media, as we can see on EV12, although they have not been remarkably successful so far, as per the feedback received.

The Council is also providing information on its website about different training programmes related to Social Care (EV13), published every year in April. There is also a rolling advert for Social Workers on the jobs portal (EV14), as an ongoing process to create a talent pool.


1.4 Reference list

BBC News (2021) Social care workers lose out on £7,000 in pay each year, charity says. Available at: https://www.bbc.co.uk/news/uk-57752914. Accessed on 16/05/22.

CIPD (2021) Workforce Planning. Available at: https://www.cipd.co.uk/knowledge/strategy/organisational-development/workforce-planning-factsheet. Accessed on 12/05/2021.

Gov.uk (2021) Adult social care workforce survey: December 2021 report. Available at: https://www.gov.uk/government/statistics/adult-social-care-workforce-survey-december-2021/adult-social-care-workforce-survey-december-2021-report#contents. Accessed 14/05/22.

Social Care Workforce (2022) Training. Available at: https://www.npt.gov.uk/1677. Accessed on 16/05/22.
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[bookmark: _Hlk97501440]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.

Reilly (2015) establishes that the execution of a workforce plan is usually its execution, as it is usually the management team who argue that its design is complicated and HR requests information that is hard to produce.

Reilly (2015) recommends drawing up a straightforward plan, focusing only on key information to identify business issues to find out what caused them. It is also imperative that the plan is aligned with other HR processes, such as succession planning, which refers to the activities that will allow the organisation to develop their employees in order to move into roles when they become vacant or new positions created due to expansion (Wilkinson and Taylor, 2016).

NPTC has a Succession Planning Toolkit (EV15) with specific details on how to carry it out. There is also a page with The Training and Development department is also planning on delivering training sessions for managers to be confident with the tool (EV16). This toolkit is also in the process of being used to recruit new employees in the SWTRA (South Wales Trunk Road Agent), as per email on EV17.

Since the NPTC workforce planning was implemented in 2018, two years before the pandemic hit all over the world, there have been changes in provisions and processes impacting on the workforce and this has created a need for all the organisations to undertake workforce planning (CIPD, 2021), not only due to Covid, but also as a consequence of Brexit, which has produced changes in the labour market.

As I have mentioned before, the Social Services directorate in NPTC has experienced a high turnover in the last six months. A great deal of work has been already carried out by the Recruitment Taskforce Team since January 2022, but the figures still show 13 vacancies to recruit for (EV8). 

Recommendations

1. To provide the Home Care Workers with a mean of transportation, such as rental cars, since the budget for the Council has been increased, to enable them to reach to these rural areas where there is limited transportation. One of the requirements to work as a Home Care Worker is to be able to drive and to own a car to the different locations where they are needed, most of them situated in rural areas within the Neath Port Talbot County Borough. The leaflet created by our marketing team (EV18) highlights the benefits of working as a Home Care Worker, which, after attending different jobs fairs during the months of March, April and May 2022, the feedback received from potential candidates was that some of them did not own a car or could not even drive. 

2. To partially fund the costs of obtaining a driving license, as a method of training the staff, taking advantage of the budget increase within the council.

3. To liaise with the comprehensive schools to offer our Taster Sessions in Social Care, which have only been promoted through the job’s fairs, and extend it to the Swansea area too. As an example, Swansea University is promoting some of its Engineering Studies in different schools across the United Kingdom, as per conversations with some employees involved in this. They show presentations about their area of work and day to day tasks, but also, they involved the students in practical activities which seem to be very engaging and give them an idea of what the work would be like. 

4. Rebranding our job adverts, job descriptions and person specifications. Recently, the NPTC jobs portal has been redesigned to make it more attractive to the candidates. However, when looking at the job adverts, job descriptions and person specifications, I have found that there is no consistency, each directorate seems to have their own template to fill in, and the format seems old and untidy. By looking at the documentation from other institutions, some changes might be implemented, such as ensuring the wording is not discriminative and by adding some of the values from our corporate plan.


2.2 Reference list

CIPD (2021) Workforce Planning. Available at: https://www.cipd.co.uk/knowledge/strategy/organisational-development/workforce-planning-factsheet. Accessed on 12/05/2021.

Reilly, P. (2015) Workforce planning. A framework for thinking about your own approach. Available at: https://www.employment-studies.co.uk/system/files/resources/files/mp112_0.pdf. Accessed on 17/05/22.

Wilkinson, K. and Taylor, S. (2016) ‘Resourcing and Talent Planning’ in Taylor, S. and Woodhams, C. (2016) Human Resource Management: People and Organisations, 2nd edition, pp 51-78. London: CIPD. Accessed on 18/05/22.
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SUCCESSION PLANNING TOOLKIT

This toolkit has been developed to assist managers to prepare a Succession Plan in order to identify and develop the potential future leaders and individuals required to fill other business-critical positions within the Council to ensure we continue to provide high quality services to our citizens. 

The toolkit is divided into 5 sections and provides guidance and information you may consider in order to prepare a Succession Plan for your service area. There is no need to complete a separate document, your Succession Plan will be the actions you identify in the right-hand column of the document. Not all sections will necessarily apply to your particular service area – use the toolkit flexibly to suit your service needs.

A holistic approach is recommended as not all jobs and services may need the same detailed level of analysis and planning.  When preparing your plan, you should consider the diversity of your workforce and your duties under the Equality Act 2010. 

Notes: -
1. Information in relation to your workforce can be provided within your HOS Workforce Information Profile which is available from the HR Workforce Information Team. Please note that requests for may take up to 4 weeks – estabteam@npt.gov.uk 
2. Consider your Business Plan and whether you have the skills now and, in the future, to deliver identified priorities and if not, develop a plan of action to ensure that you will have the skills in place when you need them.
3. The HR Learning, Training and Development Team can provide advice and guidance in relation to professional and vocational qualifications and jobs which require statutory registration – trainingadmin@npt.gov.uk 
4. The Council’s Qualification Scheme (including Post Entry Training Agreement) is available by clicking here
5. Managers and employees can access the Corporate Training Programme and make applications by clicking here, or by contacting the Team by telephone on 01639 685271


	STEPS
	SUCCESSION PLAN – ACTIONS YOU WILL IMPLEMENT


	Step 1 – Data Collection 

Firstly, you need to understand your workforce, you can do this by considering: -

· Your Established Staffing Structures
· HOS Workforce Information Profile which will include current employees, vacant posts, turnover, gender/equality profile (available from the HR Workforce Information Team)
· Salary budget report (provided by your Accountant)
· Business Plan


	The posts within the HR Team are: -
	
ASSISTANT HR OFFICER x 3

	HR BUSINESS MANAGER x1

	HR DATA OFFICER x 2

	HR INFORMATION SPECIALIST x 1

	HR MANAGER x 3

	HR OFFICER x 13

	PRINCIPAL HR MANAGER x 1

	SENIOR HR ASSISTANT x 8



The average age of the HR Team is 45. We are a predominantly female team with only two males, one at HR Manager level and one at HR Officer level.

We do not have high turnover in the team, however, being predominantly female, we do have regular maternity leave to cover from within both the professional side and the administrative side.  Historically, we have been able to cover these posts by advertising externally, as there has been no one internal suitable to cover. We are trying to rectify this by providing opportunities for unqualified employees to undertake the professional CIPD Level 7 qualification.

There are no vacancies at present.


	
Step 2 – Assessment of key jobs

This is where you Identify key jobs in your service for which there is a need for “successors” and develop a plan of action to ensure that you have a supply of successors for key posts in 2 – 3 years. 
 
· Jobs which require professional / vocational qualification
· Jobs which require statutory registration
· Jobs which require particular experience
· Jobs which require particular skills, e.g., managerial / leadership skills
· Jobs which have a limited internal field of candidates

· Jobs which are “business critical” i.e., vacancies will have a significant impact on the ability of the service to function effectively

Consider:
· Person specifications
· Contact professional bodies for advice in relation to qualification / registration frameworks and career maps
· Consider the internal / local jobs market
· Consider priority aims and objectives set out in your Business Plan
· Develop a list of key skills and qualifications which are necessary at entry point to key and business critical jobs (day 1)
· Available budget and how qualifications can be funded – if opportunities are limited you may need to put in place a ‘selection’ exercise to ensure places are allocated in a fair and transparent way
· Agree development opportunities via the Performance Appraisal

Consider whether you need to review your established structure to create, e.g., ‘training’ jobs (gaining experience and studying for a professional qualification) or apprenticeships (refer to the Council’s Career Start Scheme) in order to develop future skills – and seek advice from your HR Officer
	The HR Officer (HRO) post within the HR Team is a business-critical post as without qualified HROs the service would be unable to support the Council with its varied employee relations matters, change management initiatives, VR Schemes etc. There are 13 HROs within the team – with one being funded 100% by schools as part of the sickness taskforce promoting early intervention and prevention initiatives. 12 are fully qualified to Level 7 of the CIPD and are either Graduate members or Chartered Members. One HRO is currently in the last year of her Level 7 CIPD qualification. The HR Business Manager is also CIPD qualified to Level 7.
In addition to this, there is one Grade 5 Senior HR Assistant currently in the first year of the two-year Level 7 CIPD qualification and a Grade 6 Assistant HR Officer (our training grade post) who is currently undertaking a Modern Apprenticeship in Human Resources, which is a 2-year course, finishing in May 2021.
The role of the HR Officer is generic in nature, and we are able to be flexible in where and when we deploy them. For example, during the school budget setting process during February – May each year, the HRO allocated to the ELLL Team concentrate on this process and the other HROs then pick up any employee relations cases required during this period. We also use this flexibility to cover sickness absences.
We do not have any HRO vacancies at present.
At the present time, there are no other employees within the team who are interested in gaining experience within HR or embarking on a qualification.
Action:
· When a vacancy arises for a Grade 5 / Grade 6 post, make amendments to the Person Specification to reflect that we are looking for someone who is interested in embarking on a career in HR. 


	Step 3 – Assessment of current employees

Do you have employees who have the necessary skills and / or qualifications now to move into key and business critical jobs?

· Performance appraisals can provide useful intelligence in relation to career aspirations
· Any other relevant information for example you may have e.g., employees who are studying for a professional qualification and would be more likely to be leaving the Council post qualification if promotional opportunities are not available
· If employees have the necessary qualifications agree appropriate Training and / or development opportunities via the Performance Appraisal, this can involve employees taking part in working groups, special projects, work shadowing etc. to ensure candidates are ‘Day 1 Ready’. 

Include the following in your considerations:
· Mandatory training (contact the HR LT&D team)
· Digital skills
· Commercial skills
· New working practices
· New and emerging legislation
· Corporate training provision (contact the HR LT&D team)
	At present, we have two part-qualified employees within the team who would be available for promotion into HRO roles in 2021. Having looked at all performance appraisals carried out during this year, there are no other individuals who have aspirations to become qualified in HR.
The HRO funded 100% by schools is on a temporary contract to 31st August 2020. An SLA has been developed and is currently being presented to LLAN and NASH to make this role permanent. As this role only deals with sickness absence management, it is felt that if a HRO role becomes available elsewhere in the team, then this individual will be deployed to the vacant role and we will fill the schools funded role externally, as it is easier to attract suitable candidates to deal with sickness absence management, than to deal with the full range of employee relations issues in a diverse and unionised environment.  
In addition to this, we can move part qualified employees into the HRO role on a temporary basis to provide development opportunities and also provide resilience within the team.
Action:
· Consider providing shadowing opportunities for unqualified staff to give them an insight into the HR role in order that they may make a more informed judgement about their career going forward.

	Step 4 – Future Needs

Consider our Business Plan and how your service may need to change as a result of reduced budgets, changing technology or other internal and external drivers. What actions can you take to prepare employees to keep pace with changes, safeguard employment and ensure you have the right people with the right skills in the right place at the right time?

Consider:
· Consider whether there are any jobs that could be at risk over the next 1 – 3 years and how you can match these to the jobs identified in Step 2
· Mandatory training 
· Digital skills
· Commercial skills
· New working practices
· New and emerging legislation 
· Corporate Training Provision – click here 










	Changes in technology will have an impact on the HR Team. We are currently piloting Robotics Process Automate (RPA) for the Council and Chatbot technology. In addition to this we will soon be procuring a new HR/Payroll system, iTrent, which will need the HR Team and the Payroll team to work in a totally different way to which they do now. Our processes will have to be amended and there will be manager and employee self-serve, so this will impact on the skills that the team will be required to have. 
In relation to RPA, we have one member of the Team, the HR Business Manager, training to be a Blue Prism Developer (this is the software which is used to run RPA). This will make it easier going forward to amend our processes, or build new processes, as required.
Also, the HR management team – HR Managers, HR Business Manager and an HR Officer have attended the Digital Leadership course in order for them to have the skills to affect change which arises from introducing digital solutions to our processes and which also provides them an insight into digital technology which is readily available.
Going forward, work needs to be done around bringing the rest of the team up to speed with how digital solutions can transform the work in HR and how they can be a positive addition to the current skills we have.
Some of this will be done when the new HR/Payroll system is in place. In the meantime, we will continue to send the team on training courses promoting the digital agenda.
Action:
Provide training opportunities to all members of the team in relation to the digital agenda

	Step 5 – Scenario Planning

If it is relevant to your service, consider other actions that you can take to improve recruitment and retention.

· Consider how staff turnover may create skills gaps in the future – When may they occur?
· Consider leaver feedback & the reasons for leaving
· Age profiles particularly when employees may access their pensions and may choose to retire
· Involve employees – one way of doing this is to conduct a staff engagement survey and ask specific questions in relation to recruitment and retention
· Talk to relevant recognised trade unions

	The average age of the HROs is 45.
The age profile of the HROs is as follows: -
25 – 34 = 1
35 – 44 = 5
45 – 54 = 5
55 – 64 = 2
We have two employees who will be ready to move to a HRO role in 2021.
We promote flexible working opportunities across the team.
The HROs are moving to mobile working which will increase the flexibility they have.
We are providing wellbeing sessions for the team to support their wellbeing both inside and outside of work.
Team building session arranged for 25th March 2020 to improve morale.
At management level there is 1 Principal HR Manager (Grade 13), 3 HR Managers (Grade 11) and 1 HR Business Manager (Grade 8) within the Team. Due to the age profile of the Principal HR Manager and the Head of HR, there are no promotion opportunities available at least for the next 8 years. This may be a risk to the service as the next level of management may look for career opportunities elsewhere in the next 5 years.
Action:
Provide management training and development opportunities to the HROs so in the event of the HR Managers leaving, there will be resilience at manager level 

	
	



NOTE:  When you have completed your Succession Plan please forward a copy to the Learning, Training and Development Team.
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[bookmark: _Hlk97502104]LO3: BE ABLE TO CONTRIBUTE TO PEOPLE RESOURCING STRATEGIES.

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

In 2021, there was a substantial amount of job vacancies across the NPTC which had been advertised over three times and had not been filled. These vacancies belonged mainly to the social care sector and the schools cleaning and catering. 

As the funding for the NPTC had been increased, there was a possibility to create a team to help filling these posts, the Recruitment Taskforce Team. It is formed by the HR managers from the different directorates which are struggling to cover the vacancies, along with the HR Principal, Head of HR, IT, Learning and Development and two Recruitment Specialists and two Recruitment Support Officers.


3.2 Agree roles and responsibilities with other contributors to the activity.

I joined the NPTC as a Recruitment Support Officer in January 2022 to support the activities outlined in the Recruitment Taskforce Plan (EV11). One of my main responsibilities is to manage the recruitment process, from placing the advertisements on different multimedia channels to the appointment procedures, pre-employment checks and issuing new starter contractual documentation, ensuring confidentiality and equality, as stated on my job description (EV19). I also work closely supporting other HR colleagues and managers advising on recruitment policy and best practice.

As the Recruitment Taskforce, I have represented the NPTC in different job fairs that have taken place in Neath, Port Talbot and Swansea, where we have liaised also with other employers and promoted the jobs we had available at that precise time. 

I have also been involved in a rebranding exercise for the Council, by developing a new template for Job Description and Person Specification (EV20) and incorporating our values to it. Different templates were being used across the directorates, and the appearance of some of them was rather untidy. I also designed a leaflet on the reasons to work for NPTC (EV21), to distinguish the Council from other organisations, which agrees with the ideas developed by the McKinsey organisation, such as work-life balance, or long-term career opportunities (Taylor, 2019).

To support the managers with the recruitment activity I have also created presentations on how to write engaging job adverts (EV22) and a guide for interviewing (EV23), some of which have already been published on the intranet (EV24). I have also attached the email from my manager requesting me to produce these documents (EV25).




3.3 Identify organisational procedures and legislative requirements which underpin the activity.

The NPTC, in its Safe Recruitment Policy, states that ‘the recruitment and selection activities will be carried out in a fair, consistent effective and professional manner. The organisation is committed to applying its equal opportunities in employment policy at all stages of recruitment and selection. Shortlisting, interviewing and selection will always be carried out without regard to gender, sexual orientation, marital status, colour, race, nationality, ethnic or national origins, religion or belief, age or trade union membership, unless lawfully allowed for certain specific posts’, as seen on EV26. This statement adheres to the Equality Act 2010 (Legislation.gov.uk, 2022a). It is also declared that the Council must provide any documentation, including recruitment, bilingually, if the post is deemed Welsh Essential or Welsh Desirable (EV27), in accordance with the Welsh Act 2016 (Legislation.gov.uk, 2022b).

All the positions to be filled are advertised through the NPTC website (www.npt.gov.uk/jobs), and other social media platforms such as LinkedIn and Facebook. We have also created an advertorial for the Evening Post, on EV28, most suitable for possible candidates who do not possess computer skills.


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

EV29 shows some actions required to do to improve the recruitment pack in the Home Care sector, like reviewing the job description (JD) and person specification (PS) of the roles to be advertised, to be carried out by the Recruitment Specialist.

Also, my manager requested that I support this activity by developing a new format for the JD and PS, with the access to the latest Corporate Plan to be able to include the Council’s values (EV25).

During the job fairs that we have attended, we have gathered some feedback on material which we could request to be created in order to improve our image as an employer of choice (Taylor, 2019), which was passed onto our manager for approval.

The materials needed to carry out this activity are a laptop and internet connection to access websites and the Council’s intranet, both available.


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

The Recruitment Specialist have been working with all the managers who have ‘hard to fill’ vacancies and has made some improvements in terms of wording on the JDs and PSs.

To develop the new format for JD and PS, I accessed several organisations websites, such as Cardiff Council and Swansea University. The first detail I noticed was that every JD and PS kept to the same standards in terms of image, even if they belonged to separate departments, something that was not followed in the NPTC. They also included their corporate logo and, some of them, even their values. 

I then designed a new template which included both the job description and person specification (EV20), following the NPTC guidelines to publish corporate documentation, established in our intranet. The template was originally created in English and then translated to Welsh for our jobs with ‘Welsh Desirable’ or ‘Welsh Essential’, following the Welsh Language Act 2016 (legislation.gov.uk, 2022b). Both have already been circulated and published in our recent job adverts.

As a team, we are in the process of designing and creating some material to expose in future job fairs, like banners and table clothes, showing the different departments where candidates might like to work, along with our values and including a QR code to be able to access the website.


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

I have received very positive feedback from different members of the HR team, including my manager (EV30) which shows I have completed the task given. From this week, we will be monitoring the success of the new template through the number of ‘hits’ we get through our website.

The CIPD (2022) shows the resourcing activity within the specialist knowledge and explains that the professionals involved in resourcing activities ought to be focused on understanding the candidate experience, designing effective assessment and selection methods and how to make effective recruitment decisions.

Looking at the standards set, I find myself in the foundation level, as I have recently joined the Recruitment Taskforce Team, although I have expressed my desire to keep learning and the involvement in other activities which go beyond my job description, to be able to achieve the associate level in 12 months’ time.


3.7 Reference list

CIPD (2022) Resourcing. Available at: https://peopleprofession.cipd.org/profession-map/specialist-knowledge/resourcing. Accessed on 21/05/22.

Legislation.gov.uk (2022a) Equality Act 2010. Available at: https://www.legislation.gov.uk/ukpga/2010/15/contents. Accessed on 20/05/22.

Legislation.gov.uk (2022b) The Welsh Language Standards (No. 2) Regulations 2016. Available at: https://www.legislation.gov.uk/wsi/2016/182/made. Accessed on 20/05/22.

Taylor, S. (2019) Resourcing and Talent Management. 7th edition. London: CIPD. Accessed on 19/04/22.
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For new posts and in the case of where the duties of a post have changed significantly the
Manager must contact the HR Employment Support Team for the post to be evaluated / re-

evaluated,

There are two categories of Prior Consideration, Tier one and Tier two, Tier One redeployees will
be given priorit, in respect to appointment over employees within the Tier Two category. This
means that they willbe short isted and interviewed prior 10 those in the Tier Two category. The
HR Employment Supgor: Team willindicate on the application form ter applies.

Employees who have prior consideration status are enfitied o be considered for vacant posts,
before they are advertised internally and, in exceptional circumstances, externally. Employees
must express an interest in the post, complete an application form (or skils and achievement
sheet, i application form on fle), they will then be Interviewed before any other applicant.

The emphasisof prior consideration i for Managers firstly, to consider appointing a sutable
“prior consideration’ cancidate who, within  reasonable’ period of time and training being
given, would be able to carry out the job competentiy. For every prior consideration candidate,

there s  statutory &-eek ob trial

o achieve this, the ‘prior consideration' process has been designed to be lexible o support the
employee in successfully seeking sitable and alternative and suitable employment. The Prior
Consideration Guidance Note s attached as Appendix One.

6. Job Description

Ajob description s 3 key document n the recruitment process, and must be finalsed prior to
taking any other steps. 1t must include:

L2
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summarised in table 1 below. The most challenging area reported by respondents was
recruiting staff, which was reported to be more challenging than in April 2021 by 81.9%

of non-N/A respondents.

Table 1: responses to “Compared to April 2021, how would you describe the current
level of workforce challenges in your service or location for...?”

Question More
challenging
Retaining staff 70.3%
Recruiting staff 81.9%
Maintaining 70.6%
morale
Accessing 77.9%
agency staff

About the
same

25.0%

15.1%

24.5%

16.6%

Responserate
(with number)

Less
challenging

45% 98% (8765)
2.5% 97% (8677)
4.4% 98% (8735)
2.4% 58% (5238)

Totals may not add up to 100% as answers of ‘unsure’ and ‘don’t know’ have been
omitted. Full breakdowns are available in sheets 1.1, 2.1, 3.1and 4.1 of the
accompanying workforce survey data tables.
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Figure 1: responses to “What do you believe is the main cause for staff leaving?”

Better pay elsewhere outside of care sector
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Covid related stress/trauma

Outside work commitments
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Recruitment Action Plan 14 December 2021

. Purpose: to fill vacant posts across the Neath Port Talbot with suitably qualified and experienced people and to do so at
pace, working with key partners.

Agreed Action

Responsible Officer

Progress and next steps

Timescale

Data Set Monitoring

Establish internal vacancy data set
across Adult and CYe for
monitoring purposes

Baseline data established; as at 15" November
2021 = 100 vacancies across Social Services.
Update 7 December: vacancies reduced to 61
as a result of 12 new recruits, 10 job offers
made in CWT, 17 vacancies in Hillside are to be
held vacant pending MOC.

Updated
figures to be
presented at
each
meeting.

Establish internal vacancy data set
for Access Managed Services for
monitoring purposes

Baseline data established as at 7 December =
210 hours across 20 vacancies in Cleaning:
12 ob adverts close 7/12/21, update on
progress at next meeting
16 vacancies in Catering across Kitchen
Assistants, Breakfast Club Assistants and
Mobile Cooks.

Updated
figures to be
presented at
each
meeting.

Establish metrics to measure the
successfulness of initiatives,

‘Number of hits on online advertising
Number of job applicants
Successful appointments

January
2022
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Working in Social Care
Taster Sessions

Not really sure about what working in social care
involves or if it's for you?

Neath Port Talbot Council is arranging a series of interactive taster
sessions where you can find out about the different types of jobs
available and explore what it's like to work in social care.

The session will cover:

- The different types of care work
- Manual handling
- Nutrition and hydration, eating and drinking
- Sensory loss
- Safeguarding
- Infection control and PPE
- How to find and apply for the roles

To find out the dates of the sessions and to book a blace, contact
@npt.gov.uk or text
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Current Training Workforce
Please click here for link to current training & resources. The Team
News

Training Programme Training.
An annual training programme is published in April of each year and covers a wide range of service areas:
We are able to assist you with;

« Social Work / Trainee Development / Practice Teaching.

» Specialist Training and Support:

« Community Care Senices

« Children & Young People Services

» Health & Safety Training

» Management Development and Business & Support Services

Please click here to find out more.

Centre for Professional Development

‘The Centre for Professional Development is an integral component of Neath Port Talbot Training and
Development Unit. The Centre is committed to increasing the skills, abilities and qualifications of staff working.
ing targets and in turn, improving the

‘within Neath Port Talbot i order to meet any required national t

quality of service delivered.

‘The Centre supports the independent and voluntary sector providers by offering qualifications and training in-
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Social Services Staff Training

Flu/COVID eLearning for all

Continuing Professional Development (CPD) (Previously known as PRTL)

Covid-19 Safety and Wellbeing Training

COVID-19 Putting on and taking off PPE - A guide for care homes

Social Care Wales - Information,resources and training to guide you through Covid-19
Dementia Care in relation to Coronavirus

Victim Focus

Wales TUC Cymru ‘Tackling the Far-Right’ E-Learning Course

Digital Communities Wales

Learning NHS Wales Core Skills

Further Courses

+ + + o+ A+ o+ o+ o+ A+ o+ o+

WJEC Health & Care Learning

Domestic Abuse in Later Life

+

Principles and Values and Medication Management

Autism Training
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I M Maria M. Jimenez
RE: Succession planning
@ You replied to this message on 16/05/2022 16:45.

Thanks for your message Maria. Yes of course - no problem. The workshop is still at a development stage, but hope to start looking at dates within the next few weeks. Ill keep you posted.
In the meantime if there is anything else | can help with, please do not hesitate to ask.

Many thanks

‘Swyddog Hyfforddi a Datblygu / Training & Development Officer
Cyngor Castell-nedd Port Talbot / Neath Port Talbot Council
Dysgu, Hyfforddi a Datblygu / Learning, Training & Development

From: Maria M. Jimenez -
Sent: 16 May 2022 16:05
To .
Subject: RE: Succession planning

WO,

1 was wondering if | could attend any of the workshops that you are organising for the managers to use the Succession Planning Toolkit, as | am covering this subject on my CIPD studies.

Kind regards,

Mon 16:17
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RE: Succession planning .
@ Follow up. Start by 17 May 2022. Due by 17 May 2022.

E Apprentice personal development plan.docx
788 KB

Good morning Maria

Thank you for your email
Yes sure... | had conversations with  last week regards to me piloting the succession planning tool. I haven't actually made a start due to current commitments but | endeavour to make a start by the end of this week or beginning of next
week. | have read through the document and believe what | have been developing recently would fit in nicely within the planning tool. As a primary example, | have recently created a development plan pathway (attached) in which we can

use for apprentices joining the (SWTRA) Trunk road services arm of the business. This development plan is bespoked around this particular service delivery but could be used potentially as a template?

What | have attached is just a mere example and obviously a lot more work is required to fulfil the succession plan in its entirety. When | have made further steps | will keep you updated and share more examples with you moving forward.

Look forward to speaking soon

Kind regards

Swyddog cyswllt rhaglenni gwaith
Works Programme Liaison Officer

Asiant Cefnffyrdd De Cymru
South Wales Trunk Road Agent
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WHY WORK FOR US?
Flexible working hours
No care experience needed

omprehensive training and induction
provided

Social Care Wales registered

= Guaranteed working hours, plus
overtime opportunities
£10,00-£10.83 per hour plus
pay enhancements (correct rate
asof 1112/21)

= Career progression opportunities

Access to Local Government Pension
Scheme

Uniform & personal protection
equipment (PPE) provided

24 days annual leave increasing to.
31 days after 5 years

(for full-time workers)

Paid travel time between calls and
mileage allowance

Work towards an accredited qualification
(QCF Level 2 in Health and Social Care)

Find out more and apply online: www.npt.gov.uk/socialcarejobs

NOT ONLINE? Our employment support team can help with completing
application forms, interviewing techniques, confidence building and job searching.
ntact NP1 S
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HOW TO WRITE ENGAGING JOB ADVERTS





YOUR JOB ADVERT WILL

‘Sell’ your vacancy to potential applicants 	     Think of your advert as an announcement





Promote the Council and highlight your appeal		Write your advert in an engaging tone





Attract suitable candidates if it is written well and it is specific to the requirements you need to fill that position











THE BASICS







CLEAR TITLE

Appealing 

40 characters maximum





SIMPLE

Brief

Most of applicants applying on mobile 





CREATIVE



Think outside the box





ENGAGING

Advert is a sales pitch

Use ‘you’, ‘you’re’, ‘your’ 





AUTHENTIC

Give a clear impression of the Council’s culture, vision and values





GET THE JOB TITLE RIGHT

If you want to amend the job title of the role that you are advertising, please contact estabteam@npt.gov.uk or s.porter-thomas@npt.gov.uk as it needs to be changed on all of our HR systems







No longer than 40 characters





Relevant to the role





A common search term





Aim to repeat the job title 5 times within the advert





i.e. LABOURER, not Mortar Logistics Engineer





USE A STRONG OPENING PARAGRAPH
AND INCLUDE THE SALARY





Why the Council is an employer of choice





Introduce the role in a compelling but appropriate way





Title and location of the job





Include the salary 





Do not oversell the job, to manage expectations and improve retention





USE THE RIGHT TONE







Warm and inviting advert





Reflect the Council’s vision and values 





Appealing to the candidate





Easy to read





Get someone external to check its language, tone and engagement





FOCUS ON THE JOB

Limit Council’s details to 3 lines



Do not get lost in the Council’s history and growth plans



Limit the list of responsibilities to 10



Use dashes instead of bullet points



State primary responsibilities or skills



Use inclusive language





AVOID UNNECESSARY JARGON







AVOID





Jargon, clichés





TRY





Writing naturally





Candidates will understand the advert and think it is important





Dynamic, guru, fantastic track record





PROMOTE THE COUNCIL AS AN EMPLOYER







Pitch your unique selling points to the right candidate





Flexible Working Hours





Flexible Working Policies 





Share the vision  values (link to Corporate Plan - https://www.npt.gov.uk/7751





“We want our county borough to be a place where everyone has an equal chance to get on in life”.





“We want our beautiful natural environment, and our rich cultural and industrial heritage to be appreciated and protected for many future generations to enjoy”.





Development Opportunities 





Hybrid Working 





DIVERSITY AND INCLUSION







Avoid masculine language, if we want equal applicants form both genders

Aggressive, outspoken





Use terms such as:

Able, proven, exceptional

Open, straightforward





MAKE YOUR ADVERT INCLUSIVE – GENDER BIAS





Eliminate job requirements that are not essential





Generalise areas where skills are transferable





Clearly outline which qualifications are required





MAKE YOUR ADVERT INCLUSIVE – RACIAL BIAS







Do not mention race or national origin





Do not reference a preference for ‘strong English language skills’





Do not preference to or exclude candidates of a certain religion





MAKE YOUR ADVERT INCLUSIVE – 
CANDIDATES WITH DISABILITIES

If a role requires someone to travel for work, use ‘ability to travel throughout the County Borough area’ which is more inclusive than ‘car owner/driver’.







THINGS TO HIGHLIGHT





Access





Accommodation 





Flexibility





MAKE YOUR ADVERT INCLUSIVE – UNCONSCIOUS BIAS







Unconscious bias can relate to anything





Accent 





Education 





Age 





Choice of clothing





Choice of music





If you need any advice or guidance on writing engaging adverts, please contact:
Swetha Kallaganad or 
Lisa Craddock – Recruitment Specialists
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GUIDE TO INTERVIEWS





contents

Prior consideration guidance



Guaranteed interview scheme



Steps of an interview



Dos and Don’ts



Managing drawbacks



Taking notes



After the interview





Prior consideration

Prior consideration applicants MUST be assessed before external applicants.  You will know who these are as they will have a tick on the application form where it asks:

‘Are you a prior consideration applicant?’

Things to Consider

Do they meet the relevant essential criteria? If so, they MUST be interviewed before any other applicant. 

You will need to consider appointing a suitable ‘prior consideration’ applicant who, within a ‘reasonable’ period of time and training being provided would be able to carry out the job competently.

For further guidance on the above, please refer to the Recruitment & Selection Policy under the HR intranet pages - http://umbraco.npt.gov.uk:700/1996 





GUARANTEED INTERVIEW SCHEME







As a Disability Confident and Armed Forces Covenant bronze employer, applicants claiming a guaranteed interview must meet the essential criteria in order to be shortlisted.















STEPS OF AN INTERVIEW







1. Welcome





2. Set expectations





3. Ask the candidate what they know about the role and organisation





4. Inspire the candidate about the role





5. Ask the candidate to talk about their working experience





7. Explore the candidate’s behavior and potential





8. Close the interview





6. Explore technical competence











1. Welcome

To make the candidate feel at ease and get the best during the time that follows





FACE TO FACE INTERVIEWS: 

 (check building risk assessment)





VIRTUAL INTERVIEWS: 

Check candidate is comfortable with technology and both parties can hear and see each other

















2. Set expectations





How long the interview will last





What it will consist on:

Introduction to the Council and role

Invitation for the candidates to explain how their skills may fit into the role via questioning 





Time for additional questions











3. Ask the candidate what their understanding is about the role and the Council





How much research has the candidate carried out? To measure the level of interest





Elaborate on what they have said or correct them on misinformation, in a supportive way. i.e. “Yes, we used to do X but the process has been changed to Y”.











		4. Inspire the candidate about the role

		Teams achievements and/or success stories

		Provide examples of personal development

		Benefits of working for the Council (eg. Hybrid working/holiday entitlement incl. bank holidays and extra statutory days/training & development opportunities/flexible working opportunities/annual increments

		Speak with enthusiasm and tell your own story (why you joined the organisation and why you like working here)







5. Ask the candidate to talk through their working experience

“Given what you know about the role and the organisation, would you be able to provide us with some examples of your experience that you think are most relevant to what we are looking for?”





6. Explore technical competence

Ask questions to find out if they would be able to do the job given their skills.

“In your application, you refer to [scenario] when you did [actions/behaviours]. Can you tell us more about the specific skill around [skill you are looking for] in that situation?”

“We often find challenges with [scenario specific to the role]. Can you tell us how would you go about resolving this situation?” (Challenges relating to customers, time, costs or quality of service).

“Can you give us an example of where you have hit an obstacle and how you overcame it?”



If the candidate gives you an inadequate response, ask for another example or ask another question.

Dig deeper to understand the exact level of a candidate’s responsibility or accountability.





7. Explore the candidate’s behaviour and potential

Behaviours such as resilience, inquisitiveness, perseverance, integrity, openness.

“You told us about the time when [scenario]. Can you tell us more about how you demonstrated [behaviour] in that situation?”

“We often find challenges with [scenario] but one of our values is [value]. How might you ensure you uphold this value while dealing with such a challenge?”



Potential for development, asking questions focused on their approach to learning, self-improvement and collaborating for the greater good.

“What would you say you have learnt in the last six months?”

“Can you tell us about a time when you had to collaborate with others to get a better outcome?”

“Are there any areas you would like to improve on next year?”







8. Closing the interview







Allow sufficient time for the candidate to ask questions 

“We have a few more minutes left of our time together, do you have any questions for me that I can pick up now or get back to you via email?”  





Thank the candidate for their time





Tell them about the following steps, with a realistic time frame in which they should expect to hear from you.





Dos and don’ts

		DOS		DON’TS

		Ask all the candidates the same core questions
Questions must be drawn-up against a well defined person specification
Ensure you have a conversation with the candidate to make them feel relaxed and listened to
Questions to check facts and assess work attitude
Open questions (what, which, why, how, where, when, who)
Challenging questions
Questions that require the candidate to give examples of real life experience
Factual questions about past experience and behaviour
Questions that explore the candidate’s ability to perform the job
Try to understand the skills that the candidate might bring to the role and where they might need further development		Restrict to asking only core questions. Clarify anything ambiguous, explore their work experience
Ask closed questions (yes/no)
Ask questions in an intimidatory or aggressive tone or manner
Make assumptions
Ask questions that might be considered discriminatory
Ask questions about opting out of pensions auto-enrolment







Managing drawbacks







The candidate talks too much or dwells on one topic





“We’ve got quite a lot to get through, so let me recap on what I’ve heard and then move on”.





The candidate says little or is very quiet





Prompt the candidate by referring to a point in their application or to a previous point they have made.





“In your application you mention [scenario/skill], can you talk a but more about that?”





“Thank you, I’m conscious of time, so let’s move on”





“You mentioned earlier that you [scenario], can you tell me a bit more about that?”





TIPS:

Explain to the candidate that you may break eye contact to take notes.

If several interviewers, one can talk to the candidate and the other one take notes.

Write key points and leave gaps to fill in shortly after the interview.

Have the job description in front of you to be able to tick the competencies you are looking for or mark the areas of concern.







TAKING NOTES





WHY





DOS





DON’TS





To help you remember about a candidate’s performance after the interview.





In case a candidate challenges the recruitment process.





As a proof for an employment tribunal discrimination claim, to evidence the reasons for the decision (lack of knowledge and skills).





Any records are subject to GDPR (General Data Protection Regulation).





Write down the behaviour observed (“Candidate looks down at their papers many times”, “There were long pauses when responding”).





Note the key reasons why the successful candidate was selected and the other shortlisted were rejected.





Write down what you read into the behaviour (“The candidate was nervous and unsure of response”).





Be aware that any notes made or sent communications will be disclosable in case of an employment tribunal claim.





Use any physical descriptions as they can be considered as discriminatory (“Pregnant”, “Asian middle-aged man”).





After the interview

Make a decision based on your meeting and the information collected during the selection process, such as presentation or other assessments (if applicable)







Read over the notes, checking for potential biases





Measure the candidate’s competence against the person specification  and the Council’s values





Use an assessment form or matrix to support and record your decision making





Make the conditional offer (subject to satisfactory pre-employment checks)





Provide useful feedback to unsuccessful candidates
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2. Policy Statement

Allrecruitment and selection activities will be carried out in a fair, consistent, effective and
professional manner. An effective recruitment process contributes directly to the continuing
success of the organisation and in addition, itis the responsibility of the Head of HR to ensure
that this policy and procedure complies with all relevant legislative and other related policy
requirements.

The organisation is committed to applying its equal opportunities in employment policy at all
stages of recruitment and selection. Shortlisting, interviewing and selection will always be carried
out without regard to gender, sexual orientation, marital status, colour, race, nationality, ethnic
or national origins, religion or belief, age or trade union membership, unless lawfully allowed for
certain specific posts.

All appointments must be made in accordance with this policy and must, therefore, be subject to
advertisement and interview. The Head of HR must approve any exceptions in advance of formal
appointment.

Financial approval for the establishment of a new post or the filling of a vacancy must be
obtained before the recruitment process commences and a post details form completed by the
recruiting manager.

Itis the organisation's practice to seek two written references (one from the current or most
recent employer, this will include a verbal reference for posts working with children. We also
ask for documentary proof of qualifications, eligibility to work in the United Kingdom, gaps in
employment information, a pre-placement medical questionnaire and a Disclosure and
Barring Check (where required). Any offer of employment wil be conditional on these being
satisfactory to the recruiting manager.
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This wil ensure you are assessed accordingly.

Those employees entitled to Prior Consideration Status will continue to be considered ahead of
all other candidates in every recruitment process —line managers wil be asked to consider,
interview and determine the appointment of prior consideration applicants before any other
applicants are considered.

For extremely hard to fill posts, guidance on the most relevant media can be provided by the HR
Employment Support Team in consultation with the recruitment agency.

10. welsh Language Act 2016

In accordance with the Welsh Language Act 2016 the Council s required to provide
documentation bilingually, including Recruitment documentation.

In cases where the welsh language preference for a post is deemed to be Welsh Essential or
Welsh Desirable, the manager must provide the Advert, Job Description, Person Specification
plus any other supporting documentation available to the candidate in Welsh. It s the manager's
responsibility to arrange translation of documentation via the Welsh Translation Unit

11.The Application Pack

- The majority of applications received are via the online application form. In addition to this on
- the NPT jobs website applicants can view and download
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ADVERTISING FEATURE

Neath Port Talbot Council

launches biggest ever .

recruitment drive

NEATH PORT TALBOT COUNCIL HAS LAUNCHED TS BIGGEST EVER RECRUITMENT

DRIVE WITH VACANCIES AVAILABLE ACROSS THE ORGANISATION

The council, which employs around
6,500 colleagues and has three main
offices in Baglan, Neath and Port
Talbot, is looking to fill vacancies

at all levels with full and part time
roles with flexible working hours
available.

Jobs on offer include Home Carers,
School Kitchen Assistants, School
Cleaners, Social Workers and other
roles in social care. There are also
many other posts available, all of
which can be seen on the council’s
recruitment pages at www.npt.gov.
uk/jobs.

Sheenagh Rees, Head of People
and Organisational Development
at Neath Port Talbot Council, said:
“This is a great opportunity to kick

start a new or existing career joining
one of the most forward-thinking
councils in Wales.

“Working in the council and for
those living in the area, can be a
really rewarding experience and
provide opportunities to all. We

are currently searching for new
colleagues who have a passion

for public service, a real desire to
succeed and want a career pathway.
In return we will provide training
and development opportunities, line
management support and for those
who want it, a dedicated career path.

“Whether you're just starting to
think about your career options,
searching for your first job, looking
for a change of career or wish to

return to work following a break, our
entry to work routes aim to support
everyone. We offer apprenticeships,
traineeships, return to work
programmes, and guaranteed
interview schemes for disabled and
armed forces veteran applicants
who meet the essential criteria.

“Once you become part of Team
NPT, we’ll work with you to ensure
the right opportunities are available
as you develop and grow. You'll have
the flexibility to move into different
areas of the council. With us you'll
be able to build a rewarding and
successful career”.

Neath Port Talbot Council is part
of the Local Government Pension
Scheme with generous employer

contributions. The council also
offers an exceptional flexible
working policy to help enhance the
work life balance of all employees. It
also offers salary sacrifice schemes
including Cycle to Work and Tax
Free Childcare Vouchers.

Sheenagh Rees continued: “We are
committed to helping our colleagues
find the balance that suits them.

We offer various forms of flexible
working including time off for
dependants, compressed working
hours, term-time working, parental
leave, job share, reduced hours and
career breaks. This means that no
matter what your circumstances and
commitments outside of work, we
have policies in place to support you.
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“NPT really is a great place to work,
with a brilliant culture. We have
many colleagues who have worked
here for their whole career. There are
opportunities available right now
for all abilities, skillsets and levels of
experience. Now is the time to take
alook at the variety of jobs on offer
and the terrific career opportunities
that can be enjoyed by becoming
part of Team NPT

All job vacancies at Neath Port
Talbot Council are listed on their
website which also has more
information on working for the
council. To view and apply, please
visit www.npt.gov.uk/jobs

1. Many different routes to
entry

NPT Council has many entries to work
aimed at supporting as many people as
possible. Just some of the ways you can
start your career include:

e Guaranteed interview schemes for
disabled and Armed Forces Veteran
applicants who meet the essential
criteria
An apprenticeship which allows you to
earn while you learn
An internship or work experience which
gives you the chance to learn more about
arole or field
A traineeship which offers you a Level 1
qualification or a Bridge to Employment
programme providing opportunities to
progress to an apprenticeship
A Return to Work programme to help
those returning to work in social services,
health and housing

e Applying for an open job
2.0pportunities to grow
and develop

At NPT Council you'll have access to a
full range of learning and development

What next?

opportunities. From courses on wellbeing,
digital skills and health and safety through
to confidence building, team leading

and customer service skills; courses are
available to all staff, including those who
are not office based. Apprenticeships are
also available across a wide range of job
areas including:

e Business Administration
e Customer Services
e Carpentry
Electrical Engineering
e ICT
* Health and Social Care

3. A forward-thinking
environment

NPT Council is committed to equality,
diversity and inclusion. From day one,
you'll feel accepted and valued at

Team NPT. The council is a ‘Disability
Confident' and ‘Fair Play’' employer which
welcomes applications from all people no
matter what their background, identity
or life experiences. Plus, the council

is developing an Anti Racism Strategy
and has established an Ethnic Minority
Employee Network.

Six reasons to work for Neath Port Talbot Council

4. Work life balance

NPT Council is committed to helping
you to find the balance that suits you by
offering various forms of flexible working
including:
¢ Flexitime scheme (for certain jobs)
* Reduced hours working

Compressed hours scheme

Job shares

Hybrid working

Parental leave

Term-time working

Time off for dependents

Special leave scheme

Flexible retirement

Carer's policy

5. Competitive salaries and
benefits

Jobs at NPT Council offer competitive

salaries and some amazing benefits

including:

e Generous annual leave allowance

e Generous pension via the Local
Government Pension scheme

! MKY ._ | t '

e Hybrid working opportunities for some
jobs

* Relocation scheme to help with costs if
you're moving to NPT
Cycle to Work scheme

e Discounted gym membership

» Car allowance for those who use their
car for council business
The opportunity to become a paying
member of the Staff Health &
Wellbeing Group and access staff
discounts and offers

* Tax free childcare vouchers

6.Help your local
community

Many people who work for NPT Council
also live in the county borough and use
council services. Working for your local
council means you get to give back and
make a meaningful impact in your local
community - bringing your opinions and
perspectives as a local resident as well
as an employee and working to make
Neath Port Talbot a great place to live,
work and visit.

If you're interested in working for NPT Council, visit www.npt.gov.uk/jobs to search all the current job vacancies.
If you have any queries, you can also call the councils HR Employment Support Team on 01639 686837.
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Meet Team NPT

Jamie Fenaroli, Social

Worker, Dyffryn Children's
Community Team

“Ijoined NPT’s
Children’s
Services
Department as a
Newly Qualified
Social Worker in
2013. Ibecame
a Deputy Team
Manager in
2016 and commenced my current
role as a Team Manager in 2018.
Irecognise how fortunate I am

to work for a local authority that
actively promotes, encourages

and takes pride in the personal

and professional development

and progression of its staff. An
extensive training programme and
well embedded formal and informal
support and supervision processes
play a pivotal role in this.

“The best part of my job is,
undoubtedly, being able to work
alongside likeminded colleagues
at all levels of the service who are
passionate and committed. I value
my career here and would urge
anyone considering a role here to
apply to join our team.”

Beth Parker, Green
Infrastructure Project
Manager

“Working for the
council is great,
it's really flexible
and it feels

really wonderful
doing something
for your local
community. I
used to work

in the private
sector and the difference there is that
you don’t do something that'’s for
your local area. At the council, you
feel like you're having a big impact
and taking part in something that
matters.

“There are so many job roles at the
council - I work in the wildlife team
and we're just one tiny sector of the
countryside team, which is an even
bigger part of another team. There’s
such a wide range of careers that you
can move from job to job and get a
huge breadth of experience.

Anthony Boyle, Complex
Health Team, Brynamlwg
Special Needs

“I'have worked
for the local
authority for
approximately
18 years now,
starting as a
junior which
would have
been a day
service worker.
I progressed through the ranks and
roles with in-house and external
training.

“If you are thinking of having a
career in the care industry,  would
encourage you to join the local
authority because it offers lots of
support, amazing training, both
external and on the job training
and you will feel very valued by the
council”

Lucas Williams, Trading
Standards Team Leader

“I started off as
trainee Trading
Standards
Officer and the
council has given
me a career and
I've progressed
through the
ranks to become
team leader of
the trading standards section. The
council has paid for all my training
and my personal development.

“NPT are very supportive to

their staff. They will help them
develop, and they will help them
develop into professionals like I
have and will actually help their
personal development within those
professions as well, so that they can
realise their ambitions.”

Lloyd Harris, Trainee, Lost
Peatlands Project

“I studied
Geography at
university and
was finding it

. hard to getinto
environmental
jobsin the area. I
then came across
this opportunity

Welcome to Team NPT
Jom us and create a career you love

From Karen
Jones, Chief
Executive NPT
Council

Talbot Council
L we look after a
N large, diverse,
~ complex
region of Wales. But our
approach to meeting the needs
of our 140,000 residents and
over 3,000 businesses is
simple. We recruit collaborative,
talented people and offer
them opportunities to make a
meaningful impact.

Team NPT is made up of some
6,500 people who provide

a first-class service to our
residents and local businesses.
We provide inclusive job
opportunities and want NPT

At Neath Port

Council to be a place where
people want to work and take
their careers forward with us.

We are interested in employing
people who bring their ideas,
their passions and their absolute
commitment to do the very best
for our communities here in

NPT. In return, you can expect
to have the support of your line
managers and your colleagues.
You can expect us to provide you
with learning and development
opportunities. You can expect

to be able to take your career
forward here - the job you start
off with is not the job you will
probably end up with as you
progress your career.

You can also expect to be
respected and treated as an
equal in our organisation. We
want to welcome people from all

on the council website. It wasn’t the
type of job I expected a council to
have.

“I've been up mountains, going into
schools and teaching children, and
generally getting lots of experience
in the environmental sector. I was
surprised to see the different types of
jobs the council had on offer across
many sectors that I never really
thought they would be involved

in. It’s been a brilliant opportunity
for me to get a start in my chosen
career”

Nita Sparkes, Digital Services

“Ijoined the
council 18 years
ago when my kids
were two and
four. I was able to
benefit from the
flexi time scheme
which meant I
was able to take
them to school and then I did one
pickup in the week which was great.

“Fortunately, we have more than one
location which means, depending on
where you live, one of our buildings
could be accessible. I've been
fortunate to live in between the two
big ones so I've been able to get to
cycle to work in 10 minutes. We've
got lockers and shower facilities,
which all came about from staff
consultations. They listen to what we
need.

Shelby Martone, Community
Mental Health Team

“I'm not from
Neath but when
I come to work, I
really enjoy just
walking around
the town. It's
nice to know that
y you're helping
# the people that
are around you. I
would definitely encourage someone
to apply for a job within the council.
They have so many benefits for
colleagues - there’s progression and
there’s stability. It’s a job for life and
it opens up so many avenues for

”

you!

backgrounds. We are an inclusive
organisation and we really want
to make sure that everybody
feels an important and equal
part of the team.

Things are changing here and
you can be a big part of that
change effort. Join us and you'll
be supported to gain new skills
and build a successful career in a
diverse and inclusive workplace.
Safe in the knowledge that we're
right there with you offering
more opportunities, more
development and more support.

No matter what your job, we
want you to bring your ideas
and your unique opinions and
perspectives. Because what
makes you unique, makes us
better.

| look forward to welcoming you
to Team NPT.

Find your place

in Team NPT!

Join over 6,500
people working across
13 key areas

v Administration and
Business Support

v/ Catering and Cleaning

v Communications and
Marketing

v/ Construction, Design
and Maintenance

v/ Customer Services

v Digital and ICT

v Education and Schools
v Finance

v Human Resources

v/ Leadership and
Management

v/ Legal
v Planning & Enforcement
v Social Care

Find your place at
www.npt.gov.uk/jobs
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s M Maria M. Jimenez 06/05/2022
\ RE: JD and PS template

@ You replied to this message on 06/05/2022 1506,

Hi Maria
1love the formatting of this, it's really great and having the values at the top is brilliant.
1 am going to make a few tweaks as some of the information on it is contained in the advert, but overall you've done a fantastic job, thank you!

Diane

From: Maria M. Jimenez <m.jimenez@npt.gov.uk>
Sent: 06 May 2022 10:46

To:

Subject: JD and PS template

Hi Diane,

I have just added a few points on to the template I sent you last week.
Kind regards,

Maria M. Jimenez

Project Support Officer — Swyddog Cefnogi Prosiect
Recruitment Taskforce — Tasglu Recriwtio.

Neath Port Talbot County Borough Council / Cyngor Bwrdeistref sirol Castell-nedd Port Talbot Tel/ Ffon: 01639 763318

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg F'r un safonau ac amserlenni

If you would like to use Welsh when dealing with the Council please click here
0s hoffech ddefyddio'r Gymraeg wrth ddelio a'r Cyngor os gwelwch yn dda cliciwch yma
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