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1. Introduction 

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides 

market salary data for the following role(s):  

 

• Senior Finance Systems Support Analyst 

 

 

2. Market salary data 

This section presents the market salary data. We aim to provide a minimum of three sources 

of information for each job to enable ‘triangulation’ of the results, and thereby provide the 

widest possible assessment of the market for this role.  

 

2.1. Market data 

The tables in the following sections provide the aggregate market salary for a full-time Senior 

Finance Systems Support Analyst. 

 

 

 

2.1.1. Official earnings data  

The data provided below is based on the Government’s latest Annual Survey of Hours and 

Earnings (ASHE), for April 2019. This survey, conducted by the Office for National Statistics, 

provides a snapshot of earnings each April and is based on a 1% sample of National Insurance 

numbers. ASHE is considered a reliable source of official earnings data.  

 

The following table details the median and average UK gross annual pay for full time employees 

in the closest-matched occupational category. It also provides information on the annual 

percentage change which can be an indicator of labour market pressures.  

  



 
 

 

Annual pay - Gross (£)1 - For full-time employee jobs: United Kingdom, 2020 

Description Code2 
No. of jobs 

(000s) 
Median  Average  

 IT user support technicians 3132 122 £30,791 £33,188 

Source: Table 14.7a, ASHE 2020. 

 

 

2.1.2. NHS data 

In this section we provide information on the salary range for the pay band likely to cover 

comparator jobs in the NHS. The NHS, with 1.2m staff, is the largest employer in the UK and as 

such plays a key role in influencing the market for many non-medical roles, particularly in 

education, given the links between parts of higher education and the NHS. 

 

Systems Analysts in the NHS are typically employed between a band 6 and band 7. The current 

salary ranges are £31,365 - £37,890 and £38,890 – £44,503 respectively a year outside of 

London and high-cost areas in the South East/South. 

 

Roles based in high-cost areas qualify for the following supplements: 

• Inner London – 20% of basic salary, subject to a minimum payment of £4,474 and a 

maximum payment of £6,892; 

• Outer London – 15% of basic salary, subject to a minimum payment of £3,786 and a 

maximum payment of £4,824; 

• Fringe – 5% of basic salary, subject to a minimum payment of £1,037 and a maximum 

payment of £1,793. 

  

 
1 Gross pay excludes bonuses but includes basic pay, shift premium payments, overtime pay, paid 

leave, maternity pay, sick pay and other pay. 
2 Standard Occupational Classification (SOC) codes are a coding system used to classify occupations. A 

four-digit SOC indicates the closest occupational match. Three digits cover a slightly broader job 

group, while two and one-digit codes are broader still. 



 
 

 

2.1.3. IDR data 

The following tables contain data from IDR Pay Benchmarker, our online database of salary 

information. This data has been collected by IDR directly from employers through surveys and 

bespoke data collection for the IDR Pay Benchmarker service. 3 

 

Finance Analyst, whole economy, job level 63 

Job level Company 

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

Level 6 17 £35,000 £37,135 £38,475 £38,010 

Source: IDR Pay Benchmarker. 

 

Finance Analyst, job level 63 

Job level Company count Median Average 

West Midlands 5 £34,450 £34,301 

East Midlands 4 £33,147 £31,984 

Source: IDR Pay Benchmarker. 

 

2.1.4. Recruitment data 

Business/Finance Analyst, West Midlands  

 Range £pa Typical £pa 

Large organisation £38,000-£50,000 £45,000 

SME £40,000-£52,000 £44,000 

Source: Hays Salary Guide 2020. 

 

  

 
3 Refers to the IDR Job Level. These typically cover the following types of roles: 1 and 2, admin, 

support and manual roles; 3 and 4, secretarial and craft roles; 5 and 6, vocational and supervisory; 7 

and 8, professional and managerial; 9, senior management; 10a and 10b, directors; 11, senior 

directors/chief executives. 



 
 

 

 

3. Job advertisements 

This section details current comparable vacancies from our database of advertised positions. 

 

3.1. Data and summary 

Systems Analyst – advertised positions summary 

 Minimum Maximum 

Average £34,707 £39,465 

 

Systems Analyst - job advertisements 

Ref ID Organisation Job title Min Max 

IDR102 Exeter Company Senior Finance Systems Analyst £31,000 £37,000 

IDR103 HM Revenue and 

Customs 

Senior Finance Systems and Process 

Analyst 

£38,629 £38,629 

IDR104 Capita  

Finance Systems Business Analyst 

£40,000 £45,000 

IDR105 Key Group Systems Analyst £30,000 £35,000 

IDR106 Watford Company Business Systems Analyst - 

ERP/HR/Finance/CRM System 

Experience 

£40,000 £45,000 

IDR107 Staffordshire Company Systems Analyst £32,000 £35,000 

IDR108 Marketing Company Business Systems Analyst £30,000 £35,000 

IDR109 Retail Business Technical Systems Analyst -

Data/ERP/API/Systems/Projects 

£35,000 £40,000 

IDR110 NHS Finance Analyst £37,570 £43,772 

IDR111 NHS Senior Information Analyst £38,890 £44,503 

IDR112 NHS Senior Workforce Information Officer £28,691 £35,207 

 

3.2. Job advertisements 

The following pages present the job advertisements for the above vacancies.  



























 
 

                 

NHS England 

NHS Improvement                             

 

Job description and person specification 
 
 

Position 
 

Job title 
 

Finance Analyst Directorate/ Region 
 

Finance – South East Region 

Pay band 
 

AFC Band 7 Responsible to 
 

Head of Reporting 
 

Salary 
 

37,570 - £43,772 Accountable to 
 

Head of Reporting 

Tenure  
 

Substantive Position  Responsible for 
 

Directly manages/works as part of Finance 
Reporting team 
Responsible for day to day work assigned to 
Finance Reporting team  
 

Funding Arrangements Admin Funded Base Base will be within the South East Region – 
Some travel may be required.  

 
Our Organisation 

 
NHS England and NHS Improvement Values and Behaviours 

 

NHS England and NHS Improvement came together on 1 April 2019 as a new 
single organisation. The NHS Long Term Plan focuses on delivering integrated 
care to patients at the local level and we can best support the NHS to deliver this 
as a single integrated organisation. 
 
Our new operating model represents a strong shift to regional delivery supported 

Having listened to our staff over the last year, we aim to create a 
healthy and high performing organisation, underpinned by the NHS 
Constitution values: 

 Working together for patients  
 Respect and dignity  
 Commitment to quality of care  



 
 

                 

by expert corporate teams. Local health systems are supported by our integrated 
regional teams who play a major leadership role in the geographies they 
manage. 
We are jointly committed to creating and maintaining a fair and supportive 
working environment and culture, where contributions are fully recognised and 
valued by all and staff feel empowered to carry out their duties to the best of their 
abilities. As employers we are committed to promoting and protecting the 
physical and mental health and well-being of all our staff. This underpins our 
values as set out in the NHS Constitution, supports us to be an Employer of 
Choice and ultimately enables our employees to support the effective care of our 
patients. 
 
The seven integrated regions of our joint enterprise will work with local systems 
to support and improve how care is provided to patients and communities. These 
regions will be supported by the corporate centre providing expertise and 
developing policy. The focus will be on guiding and managing the delivery of 
services through local integrated health systems, sustainability and 
transformation partnerships, and devolution areas. 
. 

 Compassion  
 Improving lives  
 Everyone counts  
 

Our people all have a part to play in helping to shape and develop our 
culture and in embedding and living these values. 

 
Our behaviors: leading by example: 

 We prioritise patients in every decision we take. 
 We listen and learn. 
 We are evidence-based. 
 We are open and transparent.  
 We are inclusive. 
 We strive for improvement.  

 

Service and team 
 

About the role 

 
The Finance Directorate is a high performing team, flexible in approach and 
adaptable to change and a key function of the Regional structure. 
 
It oversees the financial performance of the region by: 
 

 Ensuring risk is managed and balanced across organisations, systems 
and the region; 

 Managing and actively promoting system working to ensure best value 
for money; 

 Ensuring systems and processes are in place to enable sound financial 
control; 

 Providing necessary advice, support, challenge to organisations and 

 

As a Finance Analyst, the post holder will work as part of a dynamic team in 
delivering an effective service supporting managers and staff across the 
South East Finance Team Sector/Area to exercise effective strategic and 
professional leadership of the NHS Finance function in the Region. 
 
The post holder will support the Head of Department and their team to 
ensure that their work stream of programmes are planned and managed 
effectively and take the lead in assisting in their successful delivery: 
 

 Manage the team’s business support function, including developing 
and managing the team’s business plan, progress and reporting risk 
and issue management. 



 
 

                 

the systems; 

 Work with systems and organisations to develop sustainable financial 
strategies. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Making a key contribution to the budget setting and 
planning process of Regional Office (South East) NHS 
England/ NHS Improvement covering the post holder’s 
area of responsibility; 

 Provide support to the financial reporting team in the 
delivery of month end deadlines, quarterly reporting and 
preparation for year-end accounting and reporting. 

 Liaise with appropriate functions within the regions, organisation and 
the Sector. 

 Manage all corporate business returns, including planning and 
workforce returns. 

 Develop and implement a content management system to ensure 
information is properly managed and best practice is shared across 
the team, Directorate and the wider NHS organisation. 

 Provide and enhance current management information and 
reporting for the Senior Finance Manager / Head of 
Reporting for input into any reports for the Regional 
Directors to enhance decision making processes 

 To carry out complex and detailed analysis for budget holders. 
Supporting the Senior Finance Manager/ Head of Reporting in any 
project work 

 Monitor and track risks and issues arising from the financial 
information and proactively escalated/resolve. 

 Take a lead in the coordination of training & development and 
recruitment activity across the team. 

 Oversight and management of all aspects of the team/ project 
budgets. 

 Deliver against organisational objectives, achieving 
quality outcomes, prioritising own workload and 
working to tight deadlines. 
 

 

Key Job specifics and responsibilities 

 

Key accountabilities  



 
 

                 

Improving quality and outcomes 

 Demonstrable commitment to and focus on quality, promoting 
high standards to consistently improve patient outcomes 

     To work collaboratively across the NHS England and NHS 

Improvement matrix, including integrating the National Director’s 

portfolio. 

 The post holder will provide a support service to the Finance 

Directorate, e.g. planning, project management, preparation of 

presentations and support material. This will encompass the following 

areas: 
 

o Lead on the development, implementation, monitoring 
and evaluation of new information systems/spread 
sheets as required. 

o Responsible for the development and maintenance of 
spread sheets required for regular reports. 

o Propose changes to own function based on 
developments in regional and national policy. 

o The post holder is to carry out ad hoc duties/tasks as delegated 
by the Senior Finance Manager/ Head of Reporting which will be 
agreed between the two parties 

o Support and improve effective communication across the 
regional finance community particularly in relation to NHS 
England/NHS Improvement financial strategies and policies 
and for ensuring that the regional finance community play a 
leadership role in national projects where required 

 

Enabling patient and public involvement 

 

Key Functional Responsibilities 

Project Management 

 Contribute to performance improvement, taking a lead for identified 

areas. 

 Provide coordination of and participate in relevant working groups and 

provide project advice, expertise and support where requested. 

 Provide relevant and timely specialist advice and guidance on own 

portfolio. 

 Work with members of the Team to investigate the causes of any 

variance from plan and proactively contribute to the implementation of 

solutions. 

 Management of a risk and issues tracking mechanism and the 

resolution and escalation processes. 

 

Financial and Physical Resources 

 Provide regular reporting on the targeting of resources and monitoring 

their implementation from a value for money perspective. 

 Provide oversight and monitoring of all aspects of team budgets or 

manage budgets as required. 

 Ensure project expenditure is monitored accordingly. 

 

People Management 

 Take a lead in the coordination of training, development and 

recruitment activity across the Team. 

 Manage staff, undertaking appraisals, and managing any employee 

relations issues. 



 
 

                 

 To act as a champion for patients and their interests and involve the 

public and patients in the policy development and decision-making of 

NHS England and NHS Improvement. 
 

     To ensure all public and patient contact with the office is of the highest 

professional standard. 

     To embed patient and public involvement within NHS England  and 

NHS Improvement at  all levels of decision making. 

Promoting equality and reducing inequalities 

     To uphold organisational policies and principles on the promotion of 

equality. 

 To create an inclusive working environment where diversity is valued, 
everyone can contribute, and everyday action ensure we meet our duty 
to uphold and promote equality. 

Partnership and cross boundary working 

 To maintain strong and professional links with colleagues across the 

local area, both within and outside the NHS, and pro-actively engage in 

partnership working where appropriate  

 To support the development of organisations towards Integrated Care 

Systems or other forms of devolution and support partners in ensuring 

that the financial performance arrangements are sufficiently flexible to 

enable changes in approach as organisations mature. 

 

Leadership for transformational change  

 

Information Management 

 Devise and provide improvements to current management 

information, analysing, reporting and suggesting procedures to 

enhance decision making processes. 

 Ensure timely and accurate detailed information analysis and 

reporting to management on agreed areas of work. 

 

Research and Development 

 Contribute to the development of key performance indicators. 

 Delegate aspects of research and development activities, collating 

information, analysing and reporting findings. 

 

Planning and Organisation 

 Contribute to the strategic planning of team projects, identifying 

interdependencies, and potential impacts on wider organisation, 

resource requirements and building in contingency and adjustments 

as necessary. 

 Contribute to short, medium and long-term business plans. 

 

Policy and Service Development 

 Develop policies and procedures in own work function with an impact 

on the wider organisation, as required. 

 Contribute to the development of an integrated approach to service 

management. 

 



 
 

                 

 To model a collaborative and influencing style of working, negotiating 
with others to achieve the best outcomes.  Embedding this approach 
across the Directorate. 

Using insight and evidence for improvement   

 To demonstrate commitment and focus on quality, promoting high 

standards to consistently improve patient outcomes 

 To ensure the implementation of national policy, having contextualised 

this for local systems, and thereby seek opportunities for service 

innovation and improvement. 

 

Developing an excellent organisation 

 To ensure the health, safety and wellbeing of all staff within the 
department. 

 To ensure compliance with all confidentiality and governance 
requirements within the department. 

 To adhere to the NHS Managers Code of Conduct and any other 
relevant professional codes of conduct at all times. 

 
 
 
 
 
 
 
 

Key Working Relationships 

 The post holder will be required to maintain constructive relationships 

with a broad range of stakeholders. 

 Participate in relevant working groups/projects, services and 

initiatives to provide, information and analytical advice and expertise. 

 Develop and implement data collection systems that will provide 

accurate and timely data. 

 Present information and issues, explaining highly complex issues, to 

a wide range of stakeholders. 

 



 
 

                 

 



 
 

                 

 
Add team structure here 

 
 
 

 

 
 
 

 
 

 

 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

 

  



 
 

                 

Person specification 
 

Criteria  Essential Desirable Evidence* 

Qualifications 
 
 

Working towards a CCAB qualification  
Educated to Post-graduate degree level in relevant subject or equivalent level 
qualification or significant experience of working at a similar level in specialist 
area. 
Further training or significant experience in project management, financial 
management or supporting change management processes. 
 

√ 
 
√ 
 
 
√ 

 A/I 

Knowledge and  
experience 
 
 
 

At least 2 years’ experience of working within a finance environment, working in a 
complex area 
Experience and knowledge of NHS Finance 
 
Demonstrable specialist knowledge in a relevant discipline 
Experience of managing a team. 
Significant experience of successfully operating in a politically sensitive 
environment. 
Evidence of continued professional development. 
Demonstrated experience of co-ordinating projects in complex and challenging 
environments. 
Experience of managing risks and reporting. 
Experience of drafting briefing papers and correspondence at senior management 
team level. 
Experience of monitoring budgets and business planning processes. 
Understanding of the public sector. 
Demonstrated experience in a Healthcare environment. 
Comprehensive knowledge of project principles, techniques and tools, such as 
Prince 2 Foundation and Microsoft Project. 
Experience of setting up and implementing internal processes and procedures. 
Knowledge of Financial Systems e.g. monitoring budget management, processing 
invoices and procurement. 
Experience of setting up and implementing internal processes and procedures. 
 

√ 
 
 
 
√ 
√ 
√ 
√ 
√ 
√ 
√ 
√ 
√ 
 
 
 
 
 
 
√ 
 
√ 
√ 

 
 
 
 
 
 
 
 
 
 
 
 
√ 
√ 
√ 
√ 
 
 
√ 

A/I 



 
 

                 

Skills 
Capabilities and 
Aptitudes 
 
 

Ability to work under pressure to tight deadlines and prioritise own workload 
across a range of responsibilities. 
Excellent organisational skills 
Numerate and able to understand complex financial issues combined with deep 
analytical skills 
 
Clear communicator with excellent written and presentation skills; capable of 
constructing and delivering clear ideas and concepts concisely and accurately to a 
diverse and varied range of audiences consisting of internal and external 
stakeholders. 
Ability to prepare and produce concise yet insightful communications for 
dissemination to senior stakeholders and a broad range of stakeholders as 
required. 
Ability to analyse very complex issues where material is conflicting and drawn 
from multiple sources. 
Demonstrated capability to act upon incomplete information, using experience to 
make inferences and decision making. 
Numerate and able to understand complex financial issues combined with deep 
analytical skills. 
Demonstrated capabilities to manage own workload and make informed decisions 
in the absence of required information, working to tight and often changing 
timescales. 
 

√ 
 
√ 
 
 
 
√ 
 
 
√ 
 
√ 
 
√ 
 
√ 
 

  

Values and 
Behaviours 

Commitment to and focused on quality, promotes high standards in all they do. 
Able to make a connection between their work and the benefit to patients and the 
public. 
Consistently thinks about how their work can help and support clinicians and 
frontline staff deliver better outcomes for patients. 
Values diversity and difference operates with integrity and openness. 
Works well with others, is positive and helpful, listens, involves, respects and 
learns from the contribution of others. 
Consistently looks to improve what they do, look for successful tried and tested 
ways of working, and also seeks out innovation. 
Actively develops themselves and supports others to do the same. 
Understanding of and commitment to equality of opportunity and good working 

√ 
√ 
 
√ 
 
√ 
 
√ 
 
√ 
 
 

 A/I 



 
 

                 

relationships. 
An ability to maintain confidentiality and trust. 
Adaptability, flexibility and ability to cope with uncertainty and change 

√ 
√ 
√ 

Other Able to travel across various sites where applicable √  A/I 

 
* Evidence will take place with reference to the following information: 

A Application form 

I Interview  

T Test or Assessment  

C Certificate  
 

 
KEY TO JOB DESCRIPTION AND PERSON SPECIFICATION COLOUR CODING 
 

 Light Blue JOB SPECIFIC INFORMATION: Text can be amended or additional information inserted 

 Dark Blue ORGANISATION SPECIFIC INFORMATION:  Text should not be amended 

 Black NATIONAL GENERIC INFORMATION:  Text should not be amended (denotes banding) 

 



 
 

   

 
Information Services 

 

Job Description 

 

 

 

Job Title  : Senior Information Analyst 

Job Role  : IM&T Analyst Specialist 

Accountable to : Head of Income 

Grade   : Band 7 
 
 
 
Job Summary: 
 

To lead and specialising in hospital activity information analysis in support of the business, 
commissioning, payment by results and clinical governance agenda of the Trust. The role combines 
development, testing and implementation of new and enhanced information systems and reports. 
 
To lead on the technical development of the Information pages on the Trust intranet / internet related to 
Payment by Results, commissioner related activity and general Admitted Patient Care (APC) data. 
 
To develop and manage Secondary User Service process, ensuring that PbR requirements are met. 
 
To work closely with the finance department and business managers and lead on developing income 
and cost information systems and forecasting tools. 
 
 
Principal Duties and Responsibilities. 
 

1. Information 
 

1.1 To be responsible for production of accurate and timely information for APC and specific 
Department related activity and income/cost information in support of the Trust commissioning, 
business and clinical governance processes. 

 
1.2 Production of regular management reports to agreed national and local requirements. 

 
1.3 To provide and support the provision of routine and ad-hoc activity information to Managers, 

Clinicians and others in accurate, timely and complete manner to support the business, 
contracting and clinical processes within the Trust. 

 
1.4 To develop and implement procedures for data audit and data quality, identifying areas of data 

weakness for corrective action. To work closely with the Data quality Team in identifying and 
monitoring data accuracy and completeness. 

 



 
 

1.5 To provide activity and forecast data in support of service planning. 
 
 
 
  

2. Intranet/Internet 
 

2.1 To lead on the development of PBR and CDS applications including export into database, 
spreadsheet, graphical and intranet/internet based systems. 

 
2.2 To lead the technical development of the Payment by Results and Delayed Transfer of Care 

sites of the Trusts Intranet/Internet sites. 
 

2.3 To provide training to the information department members in APC related data analysis and 
web, MS Office based technologies. 

 
 

3. CDS / Payment by Results 
 
3.1 Develop and maintain database system for validation and costing of the PBR datasets. 
 
3.2 Responsible for submission and processing of CDS (commissioning data sets) to support the 

Payment by Results system and HES. 
 

3.3 Manage SUS process, ensuring that data is provided in an accurate and timely fashion, thereby 
meeting the requirements of the PbR timetable. 

 
3.4 To be responsible for the development and support of new database systems utilising new and 

existing technologies for their development. 
 

3.5 To have in-depth understanding of the database systems and their relationship and 
dependence. 

 
3.6 To further develop and enhance the use of web technology. 

 
3.7 To lead on the application of national data definition and protocols in system development and 

data analysis. 
 
 

4. Technical Support 
 

4.1 To provide technical support to the Information department members in the use of complex data 
analysis systems. 

 
4.2 To develop and manage processes in support of migration to new reporting systems and tools. 

 
 

5. Training and Staff Management. 

 



 
 

5.1 To provide day-to-day management and supervision of Data Analysis Section staff. 
 
5.2 To provide training and support to staff within the department in the use of all software 

applications. 
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JOB DESCRIPTION 
 
 

 
Job Title:     Senior Workforce Information Officer  
  
Division/Department:  Corporate Services/Human Resources  
 
Responsible to:   Senior Workforce Information Analyst 
 
Accountable to:   Senior Human Resources Business Partner 
 
Band:     5    

 
Hours:     37.5   
 

 Location:    Northwick Park Hospital   
In order to meet the needs of the Trust’s services you may be 
required from time to time to work at different locations to your 
normal place of work.  

 
 
 
 

Organisational Values 
 
All staff employed by the Trust are expected to embody our ‘HEART’ values throughout their 
employment. The values describe how we interact with each other and our patients and underpin 
everything we do and say to achieve our vision: 

 

Honesty - open and honest in everything we do 

Equality – we value all people equally and treat them fairly whilst recognising their individuality 

Accountability – we will provide excellent care and ensure the safety and wellbeing of all patients 

Respect – we treat everybody the way we would like to be treated 

Teamwork – we work together to make improvements, delivering consistent, high quality, safe care. 

 
 

 

JOB SUMMARY 

Workforce information is a key resource to enable managers to deliver services in a cost-effective 
way. 
The Workforce Information team provides HR systems and information management, the production of 
regular internal and external reports, and the production of ad-hoc reports for internal and external 
stakeholders. The post holder will support the provision of workforce information to HR colleagues and 
managers across the Trust and oversee all information affecting the function and development of ESR 
hierarchy and local work structures including ESR notices. 
 
 



 

Page 2 of 8 

 

Structure 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
  

Information Management 
 
To analyse and compare Finance and HR establishments across all Trust Divisions and Directorates to 
determine the correct establishment and to implement this. 
 
To maintain the Trust’s post establishment on the ESR system and ensure accurate recording of the 
budgeted post establishment and detail. 
 

To be fully conversant with all aspects of the ESR system with regards to workforce 
information and reporting capabilities. To utilise the reporting capacity of ESR to write specific 
reports to deliver workforce information reports 
 
To conduct regular audits of the Trust post establishment and analyse, report and amend anomalies 
 

To participate in the ongoing review of workforce information and reporting arrangements to 
ensure the provision of a best practice service, with high quality reports that are in suitable 
formats for the audience 
 
To oversee with the preparation of Trust hierarchy and post establishment on ESR for a move to VPD 
 
 
To maintain the Trust’s post establishment, on ESR, within agreed procedures and prepare and 
disseminate establishment and Workforce reports as required within ESR convention and GDPR 
regulations 

 
To administrate and support the Trust’s Recruitment Authorisation Process 
 
To determine and apply the correct job roles and occupation codes on ESR for local and national 
reporting. 
 

Senior Human 

Resources Business 

Partner 

Senior Workforce 

Information Analyst 

Workforce 

Information Officer  

Senior Workforce 

Information Officer 

Workforce 

Information Analyst 
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To initiate discussions, and seek agreement from, finance and departmental managers to ensure 
accurate post establishments. 
 
To apply local workstructures administration and hierarchy management expertise to assist the 
planning and delivery of ESR and Finance establishment control. 
 

To provide data in relation to requests received to the Workforce Information team under the 
Freedom of Information Publication Scheme. 
 

To provide Trust managers with accurate establishment reports 
 
To review and propose changes to the existing establishment control and recruitment authorisation 
procedures in operation throughout the Trust. 
 
To ensure that information released is able to improve the management decision making process 
both within HR and externally.  

 
To ensure that any changes to datasets or data collections are communicated to colleagues 

 
To assess data quality and identify sources of possible error. 
 
To manage staff data of varying complexity, providing written and verbal analysis as required. 
 
To implement ESR system enhancements deployed to the hierarchy and local work structures. 
 
 
Operational Delivery 
 

Support the Senior Workforce Information Analyst in ensuring that the data quality of 
information is high, up-to-date and adheres to GDPR regulations. 
 

Ensure compliance with national data quality requirements, including the National Workforce 
Data Set (NWD), Occupational Codes and WoVEn Data Quality Reports. 
 

To suggest improvements to collecting, analysing and presenting data.  
 
To communicate regularly with a wide range of colleagues, data suppliers and customers. 
  
To communicate technical issues and/or statistical ideas, and interpret output clearly and simply in 
order to ensure understanding of clients. 

 
To provide frontline customer service and technical support for ESR Portal access and other 
queries received via the Employee Self Service inbox, ensuring all requests are responded to 
within the service level agreement guidelines in the absence of the Workforce Information 
Officer. 
 
To support the ESR team in peak periods with the production of smart cards. 
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To provide support and cover applicable to knowledge and experience, for the Workforce 
Information Analyst as required during busy periods and annual leave.  
 
Lead on training of Finance/Payroll/HR staff on best practice for processes affecting the ESR hierarchy 
and local work structures including setup of ESR positions and establishment control 
 
To provide input and solutions into Workforce Information service process mapping to enable 
improvements in the quality and management of ESR data. 
 

 
 
Risk and Governance Management  

 
Working with the ESR team to ensure that inputting into ESR is performed in a consistent manner 
and in line with national and local requirements. 
 
To analyse data and provide regular, workforce/staffing reports, for Trust Managers, to agreed 
schedules that meet user requirements. This includes operation of systems to ensure the Trust 
meets statutory or policy requirements and escalating risks or issues that arise. 
 
Project Management  
 
Co-ordinate and support on a variety of small and large projects, as directed by the Senior 
Business Partner/Senior Workforce Analyst, to work towards the enhancement of HR Information 
Systems. 
 
Provide ad-hoc support for Workforce Development related project-related work, as and when 
required.  
 
The job description is not intended to be exhaustive and it is likely that duties may be altered from 
time to time in the light of changing circumstances and after consultation with the post holder.  
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ADDITIONAL RESPONSIBILITIES 
 
INFORMATION GOVERNANCE 
All NHS workers must abide at all times by the Confidentiality: NHS Code of Practice document issued 
by the Department of Health, and follow the relevant confidentiality and privacy policies specifically 
adopted by the Trust. Information relating to patients, employees and business of the Trust must be 
treated in the strictest confidence and under no circumstances should such information be discussed 
with any unauthorised person(s) or organisations.  All information collected, stored and used must be 
done so in compliance with the Data Protection Act, the Freedom of Information Act (2000) and all 
relevant Trust Policy. Breaches of confidentiality or information governance protocol may lead to 
disciplinary action. 
 
INFORMATION SECURITY 
All staff must adhere to the requirements of the Trust’s Information Security Policy, which covers the 
deployment and use of all of the Trust’s electronic information systems (i.e. all computers, peripheral 
equipment, software and data).  In serious cases, failure to comply with the Policy may result in 
disciplinary action and could also result in a criminal offence. 
 
HEALTH AND SAFETY AT WORK Act (1974) 
You are required to take reasonable care for your health, safety and welfare and that of other people 
who may be affected by your actions or omissions.  These responsibilities apply at all times whilst you 
are at work or on duty and apply to all Trust premises and also whilst working in the community or on 
any other Trust business.  
 
EQUAL OPPORTUNITIES AND EQUALITIES LEGISLATION 
It is the policy of London North West Healthcare NHS Trust that no user of service, present or future 
employee or job applicant receives less favourable treatment on the grounds of their sex, perceived or 
actual sexual orientation, marital status, race, religion or belief, age, creed, colour, nationality, national 
origin, ethnic origin, or disability, or on the grounds of their association with someone in one of these 
groups; nor is disadvantaged by any conditions or requirements which cannot be shown to be justified.  
 
PATIENT & PUBLIC INVOLVEMENT  
Section 11 of the Health & Social Care Act 2001, places a duty on NHS organisations to involve and 
consult patients, the public and other stakeholders in the planning and ongoing development of 
services. It is the responsibility of each member of staff, clinical and non-clinical to appropriately involve 
and consult patients, the public and other stakeholders.  
 
RISK MANAGEMENT 
You are required to contribute to the control of risk and use the incident reporting system to alert the 
Trust of incidents or near misses that may compromise the quality of services. 
 
CORPORATE / CLINICAL GOVERNANCE 
It is the duty of every employee to fulfil their individual clinical governance responsibilities and their 
expected contribution to ensuring that the Trust complies with benchmarked standards for quality of 
clinical care. 
 
INFECTION CONTROL AND HOSPITAL-ACQUIRED INFECTION 
Infection Control is everyone’s responsibility. All staff, both clinical and non-clinical, are required to 
adhere to the Trust’s Infection Prevention and Control Policies and make every effort to maintain high 
standards to infection control at all times thereby reducing the burden of Healthcare Associated 
Infections including MRSA. In particular all staff have the following key responsibilities: 

 Staff must wash their hands or use alcohol hand rub on entry to or exit from all clinical areas and 
between each patient contact. 

 Staff members have a duty to attend infection control training provided for them by the Trust. 
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 Staff members who develop an infection that may be transmissible to patients have a duty to 
contact Occupational Health. 

 
SAFEGUARDING CHILDREN AND VULNERABLE ADULTS  
We all have a personal and a professional responsibility within the Trust to identify and report 
abuse.  The abuse may be known, suspected, witnessed or be limited to raised concerns.  Early 
recognition is vital to ensuring the patient is safeguarded and any other people (children and vulnerable 
adults) who may be at risk.  The Trust’s procedures must be implemented, working in partnership with 
the relevant authorities.  The sharing of information no matter how small is of prime importance in 
safeguarding children, young people and vulnerable adults. As an employee of the Trust you have a 
responsibility to ensure that: 

a) you are familiar with and adhere to the Trusts procedures and guidelines for safeguarding 
children and vulnerable adults 

b) you attend safeguarding awareness training and undertake any additional training in relation to 
safeguarding relevant to your role. 

 
STAFF COMMITMENT TO PATIENT CARE 
You are expected to ensure that patients’ needs, experience and safety come first and to treat patients, 
carers, visitors, and colleagues with dignity and respect. 
 
HEALTH RECORDS 
Clinical staff must keep accurate and clear information which is essential for the proper care of patients.  
Clinical and non-clinical staff who handle or use, case notes are individually responsible for the 
confidentiality, tracking, filing and good order of the case note at all times as outlined in the Medical 
Records Policy and the Information Lifecycle Management Policy. For further information refer to; 
Department of Health website-Records Management; NHS Code of Practice- 2006 
 
NHS CONSTITUTION AND CODE OF CONDUCT FOR MANAGERS  
Staff are required to act in accordance with the legal duties and expectations relating to their 
responsibilities to the public, their patients and colleagues set out in section 3b of the NHS Constitution 
and pages 98-109 of the Handbook to the NHS Constitution. For Managerial staff, including anyone 
with supervisory responsibility, the core standards of conduct set out in the NHS Code of Conduct for 
NHS Managers (2002) or any subsequent amendments. 

 
This list is only an indication of the main tasks required to be performed.  It is not an exhaustive 
list of duties and responsibilities and may be subject to amendments to take account of 
changing circumstances. 
 
The Trust reserves the right that you may be required to undertake such other duties and/or 
hours of work as may reasonably be required of you commensurate with your grade at your 
normal place of work or from another location within the Trust. 
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PERSON SPECIFICATION 
Job Title: 
Division/department: 

REQUIREMENT 
 

ESSENTIAL 
 

DESIRABLE 
 

 
Education/ 
Qualifications 
 

 
Educated to degree level in a relevant numerate 
discipline e.g. maths, statistics, economics or have 
developed knowledge and skills to an equivalent 
standard. 
 

  
 
 

 

 
Knowledge & 
Experience 
 
 
 
 

 
Experience of Working within a healthcare 
environment 
 
Knowledge of using and running reports from NHS 
Electronic Staff Records [ESR] 
 
Experience of using ESR Business Intelligence to 
run standard and ad hoc reports, providing analysis 
in a presentable form 
 

Experience of planning, organising and 
scheduling own activities and supporting others 
in a pressured working environment 
 
Knowledge of records management , information 
governance and understanding of confidentiality 
policies, GDPR and Freedom of Information Act 
 
 
In-depth understanding of ESR Local Work 
structures Administration and Hierarchy 
management. 
 
Experience of hierarchy management and data 
cleansing principles including the National 
Workforce Data Set. 
 

 
 
 

 

 
Skills, Abilities 
and Attributes 
 
 
 
 
 

 
Ability to communicate regularly with a wide range of 
internal and external stakeholders. 
 
Advanced working knowledge of Microsoft Office 
packages for example Excel 
 
Skills in using report-writing software 

Excellent written and oral communication skills.   

Ability to present information in a clear, concise and 
attractive way.  Use of plain English. 
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REQUIREMENT 
 

ESSENTIAL 
 

DESIRABLE 
 

Ability to respond to and prioritise a variety of urgent 
and important demands for work and meet the 
required deadlines. 

Ability to analyse and solve IT systems or HR 
problems on own initiative. 

Ability to prioritise/organise work load and to work to  
tight deadlines. 
 
Ability to work as part of a team 

Adaptable, flexible and innovative approach to 
work. 

Ability to work on own initiative and know when to 
consult with manager. 

HEART Values Demonstrate commitment to Trust HEART values – 
Honesty, Equality, Accountability, Respect, and 
Teamwork. 

 

Person specifications should be kept to a maximum of 25 bullet points  
 
Job description and person specification drafted / amended by: 

 
Name:      Designation:                                              Date: 

 

JOB DESCRIPTION AND PERSON SPECIFICATION AGREEMENT 
 

Job Holder’s Signature 
 

 Date  

Line Manager’s Signature 
 

 Date  

 

 
 

 

 
 
 

 
 
 
 
 
 


