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Human Resources (Recruitment)

https://youtu.be/ozUDjnztwcw 
https://www.youtube.com/watch?v=nim7yJQUBAY


One of the key functions of the HR department within Mersey Care is the recruitment of new staff.  This can range from single vacancies to large scale recruitment campaigns.


	There are several stages to the recruitment process.  Do some research and list them below.

	









	Due to the current pandemic, what changes do you think Mersey Care may have had to make to their recruitment process?

	










	What platforms do Mersey Care advertise their current vacancies?

	







	Read through the Job Description below for an Administrative Assistant role within Mersey Care.  Based on the job role responsibilities and essential criteria, come up with 8 questions you could ask candidates at the interview stage.

	


1.

2. 

3.

4.

5.

6.

7.

8.


	Following on from the interview stage, the appointment of the successful candidate is subject to several checks.  List below what checks the HR department would need to undertake.


	








	Mersey Care is an enthusiastic supporter of apprenticeships as a way of supporting staff development. What areas of work do they offer apprenticeships in?  What levels of apprenticeships do they offer?


	








	Scenario:
The HR department within Mersey Care are planning a recruitment campaign for multiple apprenticeship opportunities across the Trust.  As well as advertising the vacancies across the usual platforms, they would like to target school leavers and have decided to do this via an e-shot to all the local high schools.  

We would like you to do some research and create an e-shot or poster targeting school leavers that:

· Highlights the benefits of working for Mersey Care
· Highlights the personal qualities Mersey Care look for in their employees.

The link below will give you an insight into Mersey Care’s values, which should be incorporated into this task:
Mersey Care NHS Foundation Trust - Our vision, values and aims 

You can do this using Microsoft Word, PowerPoint, Publisher, or design and draw by hand if you prefer.
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Mersey Care

NHS Foundation Trust

Community and Mental Health Services

Clerk (Generic Job Description)

Various

Community Services Division

Service Lead

Service Lead

Job Outcomes:

As a result of the post-holder being effective in their role, The Trust would expect to see the
following outcomes for the Trust, service users and the wider community:

1.

Mersey Care NHS Foundation Trust as a leading provider of community services, mental
health care, physical health, addiction services and learning disability care.

Service users receiving a high quality service and one which is free from stigma,
discrimination and harm.

Staff engaged with the delivery, innovation and continuous improvement of services to
benefit service users.

Visible and responsive leadership, setting the standard for others and role-modelled
throughout the division for all managers

The Trust values of Continuous Improvement, Accountability, Respectfulness, Enthusiasm
and Support will be embedded across the division for all staff and evident to service users.

Job Purpose:

Undertake clerical duties within the office area and provide reception duties to ensure the needs of

the services are met.

Ensure the delivery of the quality strategy within the designated area incorporating establishment of

systems and processes.

Date 12" December 2019





NHS

Mersey Care
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Community and Mental Health Services
Principal Responsibilities:

e Provide comprehensive administrative support to teams.

e Use information systems with specific responsibility to ensure a high standard of information
recording is maintained.

e Produce standardised computer generated reports and/or statistical information as
requested by line manager.

e Type all correspondence relating to the team.

e Undertake general office duties, including ordering supplies and managing stock levels.

e Answer the telephone, clear answer-phone, record messages and respond to queries in a
timely manner ensuring effective communication in line with local policies for non-clinical
information only.

o Transfer relevant information to all health and social care providers as requested by line
manager.

e Input accurate and timely information required for audit purposes.

e Provide reception support as and when required, including receiving clients to the service
and assisting with enquiries.

e Take responsibility for keeping the Office/Reception/Waiting area, clean and tidy.

e Be responsible for the opening and closing of buildings, if required.

e Co-operate with risk assessments and ensure that risks are identified and reported as they
arise in the workplace.

e Requirement to work from other bases within the organisation, if necessary, and to
undertake any other duties that may be required appropriate to the post holders grade,
experience and competence.

e The post holder shall as necessary provide cover for and undertake duties of absent
colleagues.

e Assist with the training of new clerks within the service.

* The post holder shall as necessary provide cover for and undertake duties of absent colleagues.

* The post holder shall follow all the policies and procedures of the organisation.

Generic Responsibilities for all staff:
All post holders will agree to:

e Commit to the vision of supporting Mersey Care in becoming a leading organisation in the
provision of community services, mental health care, addiction services and learning
disability care, and in doing so fully utilise their skills and experience to support the
objectives of the Trust.
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Mersey Care
NH5 Foundation Trust

Community and Mental Health Services
e Role model the values of the Trust — Continuous Improvement, Accountability,

Respectfulness, Enthusiasm and Support— in all activities and interactions with employees,
service users and other stakeholders

e Challenge the stigma associated with mental health and learning difficulties.

e Comply with the Duty of Candour, defined by Francis as: 'The volunteering of all relevant
information to persons who have or may have been harmed by the provision of services,
whether or not the information has been requested and whether or not a complaint or a
report about that provision has been made.’

e Work across professional and organisational boundaries to improve services for all.

e Maintain their specific knowledge base and develop new skills.

e Value the contribution of the patient / service user voice.

e Operate within any organisational codes of practice or those from a relevant professional
body.

e Respect equality and diversity across all areas of working practice and communications with
staff, service users and other stakeholders.

o Take responsibility for the accurate and timely collection and recording of data and ensuring
all personally identifiable information is protected and used only for the purposes for which
it was intended.

e Comply with all health and safety legislation and local policies and procedures.

o Adhere to all organisational policies.

e Have knowledge and understanding of technology in the workplace which is sufficient to
maintain their efficiency and also how technology can empower service users in a digital
environment

e Comply with the NHS Constitution in relation to the staff responsibilities that it sets out for
NHS employees.

This job description is intended as an outline indicator of general areas of activity and will be
reviewed in light of the changing needs of the Trust in consultation with the postholder.
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Mersey Care
NH5 Foundation Trust

Community and Mental Health Services

ESSENTIAL

DESIRABLE

QUALIFICATIONS:

e GCSE/NVQ2 or equivalent, or
equivalent work based
experience

e Computer literate

KNOWLEDGE/EXPERIENCE:

e Previous healthcare clerical

experience.

VALUES: e Continuous Improvement

e Accountability

e Respectfulness

e Enthusiasm

e Support

e Responsive to service users

e Engaging leadership style

e Strong customer service belief

e Transparency and honesty

e Discreet
SKILLS: e Good keyboard skills

e Ability to plan, prioritise and
schedule work

e Effective communication and
interpersonal skills

e Ability to work with attention
to detail.

e Ability to work effectively
within teams

e Ability to work on own
initiative
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