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	Job Title
	Resource Analyst

	Grade
	C

	Function
	Performance Practice

	Job Purpose
	This role enables our frontline colleagues to manage their schedules in a way that aligns risk and resource. The post holder will support the development and ongoing maintenance of a national resource planning tool and ensure it is aligned to business processes and procedures. They will enable inspection directorates to create informed and realistic inspection programmes with the provision of robust management information. 

	Accountabilities and Responsibilities
	1. Engages and promote the use of key resourcing systems and tools to enable effective resourcing.
2. Ensures that the inspection team is made up adequate resources and raises risks and concerns to the appropriate senior as required. 
3. Ensures that the resourcing system is maintained and meeting business requirements (through regular stakeholder engagement and improvement initiatives). 
4. Ensures inspection programmes are scheduled appropriately across all inspectorates.
5. Where necessary, leads on scheduling for specific sectors, specialist, or themed inspection programmes.
6. Prepares plans and schedules, status reports and performance evaluations on a regular basis, adhering to the appropriate policies and processes as required. 
7. Provide training and guidance on the resource scheduling system and data. 
8. Ensures that the procured scheduling tools are fit for purpose and able to deliver at the quality expected. Works with HR to ensure that HR systems are complimentary and support scheduling requirements. 
9. Produces reports for the wider organisational on all key information captured within the resourcing system. 
10. Reviews and assesses progress against plans and schedules to identify those areas and/or teams that are not on track and raises this with the appropriate senior.
11. Provides analysis and recommendations on factors affecting the timely delivery of schedules. 
12. Ensures that the scheduling processes, including accountability chains, are well defined and universally accepted. 
13. Manages the inspection pipeline and ensure the resourcing plan is constantly updated.
14. A key contributor to the annual planning process for CQC and operations, to assess resource requirements and/or implications year on year.
15. Take a medium-term perspective of inspection resource requirements.
16. Role models inclusive behaviours in everyday interactions. 
17. Promotes a culture of respect and fairness and understands personal responsibilities around delivering against CQC diversity and inclusion strategy. 
18. Demonstrate competence and supports others to achieve behavioural excellence through our Success Profiles (Success Profiles) ensuring yourself and those you work with are the best that they can be.
19. Role models and supports others to instil our values into everything that we do.

	Skills and experience
	20. High level of educational attainment, a good first degree or equivalent experience within a similar role.
21. Excellent communication skills, both written and oral with experience of preparing and presenting high-level reports on complex issues.
22. Excellent organisational skills with the ability to prioritise work in a fast paced and flexible environment. 
23. Advanced IT skills including experience of Microsoft Power Bi, PowerPoint, Word, Excel, and Projects.
24. Strong quantitative and qualitative analytical skills with previous experience of working in an analytical role.
25. Experience of interpreting and presenting data sets to a wide range of audiences.
26. Technical competence to design/develop effective planning tools and meaningful MI.
27. Ability to work to tight deadlines and adapt/respond to changing requirements.
28. Meticulous attention to detail
29. Ability to engage well with colleagues and other stakeholders.

	Values & Behaviours
Excellence
In my work for CQC:
· I set high standards for myself and others and take accountability for results.
· I am ambitious to improve and innovate.
· I encourage improvement through continuous learning.
· I make best use of people’s time and recognise the valuable contribution of others.   
Caring
In my work for CQC:
· I am committed to making a positive difference to people’s lives.
· I treat everyone with dignity and respect. 
· I am thoughtful and listen to others.
· I actively support the well-being of others.
Integrity 
In my work for CQC:
· I will do the right thing.
· I ensure my actions reflect my words.
· I am fair and open to challenge and have the courage to challenge others.
· I positively contribute to building trust with the public, colleagues, and partners.
Teamwork
In my work for CQC:
· I provide high support and high challenge for my colleagues.
· I understand the impact my work has on others and how their work affects me.
· I recognise that we can’t do this alone.
· I am adaptable to the changing needs of others.
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