Planning Team Leader 
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Trustworthy
You can ely on us. We sre honest
i everyihing we do.

Accountable

Taking responsiily or our acions.
and owning the delvery of our
promises.

Excellent
Stiving to be the best snd

delivering the best outcomes for
customers and the orgerisstion

Respectul

Vaking people and treating
everyone win empathy and
feimess.

Collaborative
Achieving great tings by werking
‘ogether.





Your role is to effectively manage the day to day running of a group of colleagues within our Planning team. 
Your team will coordinate the planning of works in our Responsive and Programmed Repairs work stream, aiming for a ‘right first time’ approach in scheduling repairs for our customers. 
What are my key responsibilities?

To manage and motivate a defined team of planning colleagues, scheduling repairs for our customers with maximum efficiency. 
You will support whg’s repairs appointment system by managing diaries, tracking and modifying resources where necessary, using the scheduling system and other associated planning software to ensure maximum efficiency, great customer service and key performance indicators are achieved.
Working alongside the Planning and Scheduling Operations Manager, you will resource your team, taking into account seasonal changes, the covering of colleague absence and expected changes in workloads.  
You will manage the performance and development of your team of colleagues, undertaking regular performance reviews, 1-1s and other people management processes as and when required.

You will monitor targets and KPI’s, ensuring daily tasks are completed in line with target dates and compliance requirements.
Liaise daily with colleagues to support with and rectify queries on  the scheduling of diaries, and ensure that the team are delivering excellent customer service.

Be first point of call for Customer Service colleagues if a work scheduling/appointment problem needs escalating and rectify this problem as and when necessary, updating the Customer Services Team Leader with the details.

Work alongside our Repairs Team Leaders, ensuring necessary materials are ordered if required for future appointments and diaries are being utilised to their full potential.
Liaise with customers and colleagues by telephone (or other media) throughout the day, to ensure that all appointments and target dates are met and Key Performance Indicator targets achieved. 

To deal with emergency jobs, non-appointed tasks, variations, follow-on jobs, carded, cancelled and suspended jobs, making sure systems (MIS & DRS) are updated accordingly. 

Spot checking colleagues’ duties, making sure all systems match with the information entered onto the system and jobs are completed in MIS & DRS
Carry out regular telephone quality assurance checks on jobs and act on findings. 

Promote the Health and Safety, Environmental, Quality, Standards and Compliance agendas within the business.

Review working practices on a regular basis, ensuring continuous improvement and a high level of service provision to our customers.

Work in accordance with whg policies and procedures.

Act at all times in the interests of whg and its customers.

Actively promote and demonstrate whg’s values including our dedication to equality and inclusion.

Relationships

a) Supervisory/management responsibility for a team of Planners and Administrators.
b) Post holder reports directly to the Planning and Scheduling Operations Manager 
c) Other Contacts:
Within the Company: Internal – As Planning Team Leader you will need to develop and maintain effective working relationships which will enhance service delivery, working collaboratively with teams in your designated area of responsibility and the wider organisation.

Outside the Company: Customers and specialist contractors.

Role Requirements: 
You must have:  

· A sound understanding of DRS and good IT skills, including the use of Microsoft packages. 
· A good understanding of health and safety legislation to ensure a safe working environment for colleagues and customers

· Excellent verbal and written communication skills

· Experience of coordinating and managing others, with the ability to challenge and ensure high levels of performance 

· The ability to prioritise and liaise with other teams

· Excellent planning, organisational and analytical skills

· Solid evidence of producing statistical information and reports using computerised and manual systems

· Significant experience of the planning and control of a high volume of work orders

· Experience of liaising with sub-contractors and other suppliers to programme jobs

Ideally you will also have:

· Knowledge of First Touch / MIS.

Additional Information:

Flexible working is required to meet the demands of the service.  Your normal working hours are 37 per week. Your Manager will advise you in advance when the team is required to start and finish work. Your normal start and finish times may be varied from time to time at the discretion of your manager. You may be required to work additional hours, in accordance with operational requirements. 
whg’s values and behaviours 
At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in the Corporate Plan identify the behaviours that we expect all colleagues to display at whg.
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Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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