
 

Job Title:    Resource Planner 

Grade & Position Number  Grade B 

Reports To:   Support Coordinator 

Role Responsibilities:  Budget £0 FTE 0 

The Role  

Essex Cares vision is to be the supplier of choice for Adult Health and Social Care, 
this role requires strong commercial awareness and the ability to deliver a customer 
centric service. 

The role is to provide high level resource planning to front line workers, 
Occupational Therapists, Physiotherapists and Equipment Deliveries. Dealing directly 
with customers with empathy and assurance of service delivery. It will require a high 
level of understanding of the business areas and resources available to be efficient 
and cost effective for both the customer and the business. 

Job Purpose 

The role will manage employee resource planning to ensure appropriately skilled and 
sufficient employees are available to carry out customer home visits and run building 
based services.  

It is an important role which ensures the smooth running of services, to optimise 
staffing efficiency and consistency. The role will need to work closely with the 
Operations Office to fulfil ‘Provider of Last Resort’ requests. 

Key Accountabilities 

 Work flexibly and collaboratively across structural boundaries as part of cross 
functional teams, and in support of key functional outputs, regardless of where 
you sit within the organisation.  

 Think creatively, challenging the norms, and constructively challenging those 
around you (including those more senior) to ensure continuous improvement, 
commercial astuteness, and inspire the same in colleagues. 

 Ensure the proper assessment, management and mitigation of risk, including 
Information Governance, Health and Safety and Business Continuity. 

 Responsible for recognising a disclosure of a concern from an individual that 
requires a safeguarding intervention to be made and to take appropriate action.  

Role Specific Accountabilities 

 Manage all staff rotas on behalf of the Regional Hubs. 

 Manage Equipment/Adaptations/Telecare/Assessment deliveries on behalf of 
Essex Equipment Service. 



 

 Ensuring that all sessions offered at the Hubs are fully staffed with the correct 
mix of skills. 

 Manage daily changes to rota/delivery schedules including Annual Leave and 
Sickness. 

 Manage all gaps for training liaising with L&D teams to coordinate. 

 Ensure rosters are regularly reviewed to meet all Service KPI’s. 

 Ensure effective use of staff availability through effective job allocation. 

 Minimise travel time to ensure maximum contact time with clients. 

Key Skills & Qualifications 

 Strong Customer Service skills. 

 Ability to learn and use IT systems used in the service. 
 Understand resource planning and be computer literate to be able to book 

sessions on an electronic system. 

 Need attention to detail and ensure visit changes are actioned in a timely 
manner.  

 Experience of working within a care environment would be an advantage. 
 Experience with dealing with sensitive data and understanding of Information 

Governance. 

 Accurate record keeping with an eye for detail. 
 Ability to interpret community care assessments into Service User plans. 

 

  



 

ASPIRE Competencies 

Adaptable 

 
 Changes behavioural style or method of approach when 

necessary to achieve goals 
 Responds to and embraces change with a positive attitude and a 

willingness to learn new ways to accomplish work activities and 
objectives 

 Always looking for ways to improve services to the customer 
 Openly communicates changes to methods of delivery in a 

consultative way with customers and shows a willingness to 
adjust  

Supportive 

 
 Identifies ways to work collaboratively with colleagues, services 

and partners to deliver common objectives 
 Demonstrates self- awareness and recognises how own 

behaviours impact on others 
 Is tactful, compassionate and sensitive, and treats others with 

respect 
 Consistently displays empathy when dealing with others and 

demonstrates an encouraging and reassuring attitude  

Performs 

 
 Understands what is expected of the role and how this links in 

with the wider organisations vision and outcomes   
 Meets and where possible exceeds, targets and objectives and 

delivers work accurately and to deadlines 
 Takes pride in achieving results and celebrates the success of 

others 
 Consistently delivers a high quality caring service  

Integrity 

 
 Upholds the highest standards of professionalism, is respectful of 

all customers and stakeholders and their opinions and decisions   
 Builds effective working relationships based on trust and 

confidence and communicates with customers, colleagues and 
stakeholders in an honest and open way 

 Acts as a role model to other colleagues and is passionate about 
our services 

Responsive 

 
 Effectively manages customer expectations and responds to their 

needs in a timely and caring manner  
 Consistently communicates in a clear and concise style 
 Focuses attention on meeting agreed priorities and objectives in 

the most effective and efficient way 
 Asks for help and responds to the requests from others 

Enterprising  

 
 Actively seeks out opportunities to continuously improve our 

services   
 Takes responsibility for own performance, identifying areas to 

improve and actively seeks out ways to develop these 
 Identifies problems at the earliest opportunity and thinks 

creatively in order to solve them 
 Understands and embraces the use of technology in creating 

future value 

 


