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This Position Description is a guide and will vary from time to time and

between services and/or units to meet changing service needs

	The Canterbury District Health Board is committed to the principles of the Treaty of Waitangi and the overarching objectives of the New Zealand health and disability strategies.

	
	

	Organisational Vision

The CDHB’s vision is to improve the health and well being of the people living in Canterbury.
Organisational Values
· Care & respect for others
· Integrity in all we do

· Responsibility for outcomes

	
	

	POSITION TITLE:
	Rostering Officer

	
	

	REPORTS TO (Title):
	WMPS Project Manager

	
	
	

	REPORTS ON A DAILY BASIS TO:
	WMPS Project Manager 

	PRINCIPAL OBJECTIVES
To provide quality Workforce Management Planning System (WMPS) application administration support, advice and expertise to Roster Owners and Rostering Systems Users.  


	
	
	

	FUNCTIONAL RELATIONSHIPS:
(Who are the customer/consumers/patients)

	INTERNALLY:

	1
	CDHB Roster Owners and Rostering System Users

	2
	CDHB WMPS Team

	3
	CDHB Employees

	4
	CDHB HR Manager Shared Services

	EXTERNALLY:

	1
	Microster


KEY PERFORMANCE OBJECTIVES:
	Task
	The Rostering Officer will provide Roster Owners and Rostering System Users with support in the business use and operation of WMPS system.

	Expected Results
	· Assisting Roster Owners and Rostering System users in building & maintaining Rosters.

· Ensures that Roster Owners and Rostering System Users receive expert support and advice
· Ensures CDHB strategy, policies and procedures are complied with.
· Establishment & tuning of the rostering (placement/replacement) business rules. 

· Responsibility for Opening and Closing of Rosters and/or processing of Time & Attendance exception events. 

· Be proactive in identifying areas and methods for improvement in service and process.
· All user requests are logged and the status of resolutions of all calls tracked.

· All user enquires are answered satisfactorily within a reasonable timeframe.

· Initial troubleshooting is performed to isolate problems for further resolution by technical staff if required.

· A customer service attitude is maintained through all interactions with users.
· Provide administration support for all identified task required to be performed by the WMPS team.


	Task
	The Rostering Officer will support and assist with strategy, vision and change management projects within the Shared Services Team.

	Expected result
	· Provide support and assistance with the WMPS vision and strategy
· Participate in project work in line with change management projects and other projects as directed



	Task
	Responsibility for maintaining and developing his/her own levels of skill and effectiveness.

	Expected result
	· To maintain relationships with other HRIS/Administration/IS professionals and develop a network of contacts.
· In consultation with the WMPS Project Manager, undertake identified personal training/development.

· To keep up to date with relevant learning and development and WMPS best practice and legal requirements.



	Task
	The Rostering Officer will undertake other duties as reasonably directed by the WMPS Project Manager from time to time.

	Expected result
	· To complete such tasks or projects in a competent and timely manner in accordance with directions.



	 
	HEALTH & SAFETY:


	 
	Managers are to take all practicable steps to ensure the health and safety of employees at work and maintain knowledge of CDHB health and safety systems and policies.
This will be achieved by ensuring:

· Health and safety programmes are sustained by allocating sufficient resources for health and safety to function effectively. This includes regular liaison with the Health and Safety team.
· Employee participation is encouraged and supported in processes for improving health and safety in the workplace and by employee attendance at health and safety meetings.

· A system is in place for identifying and regularly assessing hazards in the workplace and controlling significant hazards. 

· All employees are provided with information about the hazards and controls that they will encounter at work.

· Regular workplace audits are carried out.

· All employees receive and have signed off an induction to their workplace and to health and safety policies and procedures.

· All employees receive relevant information and training on health and safety including emergency procedures relevant to their area of work and the appropriate use of personal protective equipment they may need to use.

· All accidents and injuries are accurately reported, investigated and documentation is forwarded on to the Health and Safety Team within agreed timeframes.

· Support and participation occurs in employee’s rehabilitation for an early and durable return to work following injury or illness.



	
	
	


	QUALITY:

	Every staff member within CDHB is responsible for ensuring a quality service is provided in there area of expertise.  All staff are to be involved in quality activities and should identify areas of improvement.  All staff are to be familiar with and apply the appropriate organisational and divisional policies and procedures.




	QUALIFICATIONS & EXPERIENCE:

	Essential
· High level of Computer literacy with Microsoft Suite Applications.

· Analytical with a demonstrated ability to learn quickly, work accurately, resolve problems and achieve results.

· Demonstrated experience of working as an effective team member.
· Knowledge and practical experience of best practice in WMPS (Rostering), policy and practice.
· Good knowledge and experience with workforce management planning and its application to systems.
Desirable

· Experience working in Workforce Management Planning System (Rostering) administration 
· Previous experience in the health industry or a large diverse organisation



	PERSONAL ATTRIBUTES:
Mandatory

· Excellent interpersonal skills and ability to effectively establish and build upon working relationships.

· Ability to communicate with and positively influence others at all levels.

· Ability to work autonomously as well as an effective member of a team.

· Positive manner, able to influence/advise without conflict.

· Possess the vision and ability to accommodate change.

· Excellent time management skills.
· Good written and verbal communication skills.
· Experience with policy, procedure development and documentation as well as reporting writing.

· Demonstrates sound decision making and judgement.

· Ability to effectively share knowledge with others and seek guidance and advice from other members of the team.

· Computer literate with ability to expand on skills.

Desirable

· Analytical and statistical skills.
· Commitment to continuously updating knowledge and skills.
Key Behaviours
· Ability to “work together” in a truthful and helpful manner.

· Ability to “work smarter” by being innovative and proactive.

· Accepts responsibility for actions.




The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by staff in this job classification.  Staff members may be requested to perform job related tasks other than those specified.

