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I T XYW i o), W TO effectively monitor, prepare and update information to enable efficient
deployment of Police and Staff resources using the Workforce Management system
to ensure that the daily policing response is met and abstractions managed and to

minimise the requirement for overtime.

ROLE PROFILE|Titie

Key 1. Plan and Schedule staff duties, using the workforce management technology,
F.¥elo 0 01110 o1 al= 2ccording to skill sets in order to ensure that resources meet forecasted business
demand profiles and ensuring compliance with working time regulations and
relevant policies.
2. Engage with staff and resolve conflicts with staff and managers, in order to
maintain good employee relations balanced with the needs of the business
following the scheduling of shifts
3. Manage the production of schedules for those on full Flexible Roster contracts
and part flexible contracts, ensuring that all legislative requirements are met and
that fair rotation of preferences is applied.
4. Review requests for flexible working pre and post shift scheduling, identifying
impacts on the business and advising line managers in order that the needs of the
business are considered in decision making.
5. Agree implementation date of flexible working shift patterns to minimise
negative effects. Pro-actively resolve conflicts with staff and managers, in order to
maintain good employee relations balanced with the needs of the business
6. Act as final authority for all leave applications following automated system
rejection, through assessing forecast and performance indicators and balancing the
needs of the business against maintaining good employee relations

7. To give regular and effective service

Note: This role profile is designed to assist postholders with understanding what is
expected of them in their role. Hampshire Constabulary may ask them to
undertake other duties, as required, which are not necessarily specified on the role
profile but which are commensurate with the grade of the post. The role profile
itself may be amended from time to time within the scope and general level of
responsibility attached to the post.

Additional Maintain personal responsibility for collection, recording, evaluation, information
LT[ 1 Cll sharing, review, retention and disposal of information in compliance with codes of
practice and Guidance in the Management of Information, information security policy,
procedures and legislation.

The role holder is required to visit various locations within Hampshire and the Isle
of Wight during working hours, and therefore needs to have the ability to travel as
necessary.

May be asked to carry out fire warden duties to meet required standards if
required.

All officers and staff must be aware of risk in relation to their role, please view the
appropriate Health & Safety Risk Assessment for the role.

*{o] M4 le]J (N We are Emotionally Aware Level 1
We Take Ownership Level 1
We are collaborative Level 1



https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-take-ownership/
https://profdev.college.police.uk/competency-values/we-are-collaborative/

CVF Transparency
Recruitment
Competencies

Essential: Educated to QCF Level 2 (5 passes) OR work experience deemed to have
brought the postholder to a comparable level.

Desirable: Educated to QCF Level 3

Essential: Proven administrative experience in a busy office environment where the
post has demonstrated his/her organisational skills

Experience of application software use and an understanding of database
technologies.

Desirable: Considerable administrative experience in a busy office environment
where the post has demonstrated his/her organisational skills

Appr:l\::d by Jayne Beddall, Senior HR Advisor m 09/02/2017
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Education/
Qualifications

Experience and
Skills

All roles are expected to know, understand and act within the ethics and values of
the Police Service.
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https://profdev.college.police.uk/competency-values/transparency/
http://www.hampshire.police.uk/internet/asset/4bac2286-4027-40b2-9e07-8efa9d67d2cP/QCF_chart.pdf
http://www.hampshire.police.uk/internet/asset/4bac2286-4027-40b2-9e07-8efa9d67d2cP/QCF_chart.pdf
https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-take-ownership/
https://profdev.college.police.uk/competency-values/we-are-collaborative/
https://profdev.college.police.uk/competency-values/deliver-support-inspire/
https://profdev.college.police.uk/competency-values/deliver-support-inspire/
https://profdev.college.police.uk/competency-values/we-analyse-critically/
https://profdev.college.police.uk/competency-values/innovative-open-minded/
https://profdev.college.police.uk/competency-values/innovative-open-minded/
https://profdev.college.police.uk/competency-values/impartiality/
https://profdev.college.police.uk/competency-values/integrity/
https://profdev.college.police.uk/competency-values/public-service/
https://profdev.college.police.uk/competency-values/transparency/
https://profdev.college.police.uk/competency-values/




