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About us

The work of our organisation 

We currently have around 490 employees based at our two sites in London (Millbank) 
and Manchester.

Complaints about government departments and other public organisations are referred
to us through MPs, while those about the NHS in England are usually received directly 
from complainants

In 2019-20, we completed 1210 investigations about 1420 organisations. We upheld 54%
of the complaints we investigated. This means that we found the organisation 
complained about had made mistakes or provided a poor service, and that this had a 
negative effect on the person complaining that had not been put right. 

When an investigation leads to an upheld complaint, we seek appropriate redress for 
any unremedied injustice or hardship suffered by the complainant. This may involve an 
explanation of what went wrong, an apology, changes in procedures to prevent 
problems recurring and, where appropriate, a payment. 
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Our vision, role and strategic aims

Our vision

Our vision is to be an exemplary public services ombudsman by providing an 
independent, impartial and fair complaints resolution service, while using our casework 
to help raise standards and improve public services.

Our role

We make final decisions on complaints that have not been resolved by the NHS in 
England and UK government departments, and some other UK public organisations. We 
do this independently and impartially.

We are not part of government, the NHS in England or a regulator. We are neither a 
consumer champion nor an advocacy service. 

Strategy

On 16 April 2018, we published our corporate three-year strategy that sets out how we 
will become an exemplary ombudsman service. It sets out three objectives to achieve 
our vision of becoming an exemplary ombudsman service.

1. To improve the quality of our service, while remaining independent, impartial 
and fair

Our main focus is to complete the work we started in 2017-18 to improve our service. 
Building public confidence and trust in what we do remains our priority. We will then 
explore how we can introduce new ways of working that will help resolve cases more 
quickly and effectively. This will improve both the quality and timeliness of our 
decisions, and the overall experience for people making complaints.

We will continue to invest in our staff so they are equipped to deliver a professional 
casework service that remains sensitive to the complex, often tragic, issues that are
brought to us.  

2. To increase the transparency and impact of our casework

By the end of the three-year period, we will publish much more of our casework online 
to help improve public services. This includes highlighting where things have gone 
wrong and what organisations are doing to put them right. 

We will also continue to target our insight reports so that important lessons from our 
casework and systemic reviews contribute to raising standards in public services.

3. To work in partnership to improve public services, especially frontline complaint 
handling
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Helping to improve public services will be central to what we do. But we cannot 
succeed on our own. We must work with a range of strategic partners to improve how 
the public sector responds when things go wrong. 

We will explore a number of options for achieving this objective, from sharing good 
practice to developing training material for front-line complaint handlers.

Our values

Our values define who we are as an organisation and how we go about our work each 
day.  By living our values, we can create an environment in which people want to 
contribute the best they can, for each other and for those who use our service.

It is important that our values and behaviours are not just words on a page.  We want 
them to be lived by all and to support a culture of being exemplary.

Values

Independence: Fairness:

We are 
independent 
from 
organisations we 
investigate, 
holding them to 
account for 
service failure.

We listen carefully to 
complainants and the 
organisations we 
investigate and we 
make impartial and 
fair decisions based 
on relevant 
evidence.

Excellence: Transparency:

We learn from 
engagement 
with 
complainants 
and 
organisations we 
investigate to 
improve our 
accessibility, 
efficiency and 
effectiveness 
and the quality 
of our decisions.

We communicate 
with those using our 
service and then 
publish information 
about findings, how 
we are performing 
and how 
organisations we 
investigate have 
implemented our 
recommendations
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Working the PHSO way

Our values Working the PHSO way How we do it

Independence Doing the right thing

Showing integrity

Being open, honest and 
authentic
Listening to understand

Being ethical and 
accountable
Being professional and a 
role model

Fairness Taking ownership and responsibility

Respecting every individual

Being proactive and taking 
the initiative
Fostering trust and 
empowering others

Being approachable and 
considerate
Embracing equality and 
diversity

Transparency Communicating clearly and openly

Working together

Being collaborative
Inspiring confidence in our 
actions and decisions

Being thorough and 
outcome focused
Maximising value and 
minimising waste

Excellence Learning and improving

Achieving results

Developing our expertise 
and learning continuously
Being open to feedback and 
change

Delivering on our 
commitments and making it 
happen
Aiming for high quality and 
achieving standards
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Governance

The Ombudsman is appointed by the Queen and is directly accountable to Parliament. 
He is independent of government and the NHS, and is solely responsible and 
accountable for the conduct and administration of all work carried out by the Office 
and for the decision made in each case. 

The PHSO Board

Chaired by the Ombudsman, the Board makes decisions about our performance, our 
plans, our finances and how we are delivering our strategy. The Board does not make 
decisions on complaints. It is made up of non-executive directors and executive 
directors.

Executive Team

The Executive Team is responsible for day-to-day management of the Office and makes 
recommendations on proposed actions to the Board. The Executive Team is accountable 
to the Board for implementing its decisions. It regularly monitors operational and 
casework performance, and is kept informed of developments in major cases.       

The Audit Committee

The role of the Audit Committee is to support the Ombudsman (as Accounting Officer) 
and our Advisory Board in monitoring the adequacy of our corporate governance and 
control systems.
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Ombudsman’s introduction to the Principles

We want to be open and clear with both complainants and the organisations we 
investigate, about what we expect when organisations deliver services, and the 
questions we ask in deciding whether maladministration and service failure have 
occurred. In particular, we want public organisations to understand how we approach 
complaints, and complainants to understand how we will consider their cases. 

For those reasons we have produced a document on the Ombudsman’s Principles, which 
brings together our:

 Principles of Good Administration
 Principles of Good Complaint Handling, and
 Principles for Remedy.

These three sets of Principles outline the approach that we believe public organisations 
should adopt when delivering good administration and customer service, and how to 
respond when things go wrong. They underpin our assessment of performance, our 
vision of good complaint handling and our approach to putting things right.

The Principles are based on our experience of handling a large number of complaints. 
The Principles endorse legality, flexibility, transparency, fairness and accountability –
the necessary ingredients of good administration.

The same six key Principles apply to each of the three documents. These six Principles 
are: 

 Getting it right
 Being customer focused
 Being open and accountable
 Acting fairly and proportionately
 Putting things right, and
 Seeking continuous improvement.

For more information about this please go to: www.ombudsman.org.uk/about-us. 
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About the role

This is a new opportunity in the Learning and Development Team. 

We are updating and improving MYLearning – our Learning Management System (LMS). 

We want it to offer our internal users an ever greater learner experience. Our LMS will 
also be utilised as part of the Complaints Standards pilot for NHS and Central 
government organisations. The L&D Team are collaborating with the Liaison Team to 
deliver this project. 

This role is a good opportunity to get involved in this project and to gain experience in 
an L&D setting working with our fast-paced, friendly and supportive L&D team.

The successful candidate will play a central role in designing, implementing and testing 
new functionality in the LMS, whilst providing front line support to our internal users. As 
the project progresses you will be able to get involved in supporting the introduction of 
new courses and processes in the LMS. 

                                                 



10

Job Description

Job title: Learning Management System (LMS) Administrator

Department: Learning and Development (L&D)

Responsible to: Learning and Development Business Partner 

Grade: A

Location: Manchester

Responsible for:   No Direct Reports                    

Job purpose:   

To provide comprehensive LMS administration support to the Learning and 
Development (L&D) team.

To ensure all administrative processes and activities are carried out in a timely, 
accurate and efficient manner and to make proactive suggestions for change and 
improvements as appropriate.

To provide a professional and customer focused first point of contact for all staff  who 
have routine queries regarding all Learning Management System (LMS).

Main Duties:

 To provide excellent customer service as first point of contact for LMS queries 

from internal and external customers at all levels 

 To manage staff changes using HR and Learning and Development systems, 

updating employee records as appropriate, responding to systems triggers, 

liaising with managers and keeping colleagues informed of activities that will 

affect training. 

 Ensuring accurate and timely record keeping of our documents on SharePoint.

 To develop and maintain any administrative support for LMS projects or 

initiatives.

 Produce monthly reports, key performance indicators as course evaluation to 

be used within the team and organisation wide. 

 Ability to interpret Learning and Development policies for first line queries.

 Printing, room set up

Generic Duties: 

 Providing support to the L&D team ensuring that office systems and processes 

work effectively and making suggestions for smarter and more joined up ways 

of working.

 Providing comprehensive administrative support to key events which the L&D

team are leading on - e.g. team away days. 

 Support with team activity and plans ensuring to provide an efficient service. 

 To provide any administrative support for L&D projects or initiative 

 Monitoring and regularly updating the FOI log 
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 Organising BP, Managers and Directors diaries including meeting booking rooms, 

travel arrangements etc.

 Take minutes at meetings. 



Person Specification

Knowledge

 Expert knowledge of Microsoft Office suite of applications 
 Familiarity with the use of spreadsheets and databases 
 Knowledge of the standard Layouts employed in preparing reports, minutes and 

general correspondence.

Skills 

 Ability to manipulate model and interpret large volumes of data
 Strong organisational skills and ability to prioritise a broad range of tasks 

effectively
 Ability to work as part of a team and on own initiative 
 Good interpersonal and communication skills
 A flexible approach to work.

Experience

 Experience of Totara (or similar) learning management systems
 Experience of building and maintaining strong relationships at all levels
 Proven experience of working effectively under pressure
 Experienced in handling confidential and sensitive data
 Experience of organising meetings and minute taking 
 Experience of working within a customer focussed environment.
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Competencies

Engaging People

Communicating Effectively

Communicates ideas and information effectively, both orally and in writing. Uses 
language and a style of communication that is appropriate to the situation and people 
concerned.

Team Working, Diversity and Inclusion

Develops strong working relationships inside and outside the team to achieve common 
goals.  Breaks down barriers between groups and involves others in discussions and 
decisions. Creates an inclusive environment, one from which all staff can benefit, 
contribute and feel valued.

Customer Focus 

Provides excellent services to meet internal and external customer needs.  
Understands the needs and perspective of the customer and looks for ways to adopt 
an approach during each stage of the process that is tailored and sensitive to their 
case or circumstance.

Organisational and External Sensitivity

Continuous Improvement

Continually look to improve my skills, knowledge and ways of working and seeking 
ways to improve efficiency and value.

Managing Change

Continues to perform an acceptable standard during times of change. Maintains 
awareness of a constantly changing business environment and shows a desire to listen 
and be part of new ideas.

Organisational Awareness

This is about understanding the political landscape in which PHSO operates and some 
of the challenges we face in our aim to deliver ‘more impact for more people’.

Delivering Results

Negotiating and Influencing 

Sells the benefits of the position they are proposing, and negotiates to find solutions 
that everyone will accept.

Planning and Quality Focus
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Plans activities to make sure resources are used effectively whilst ensuring quality is 
not compromised. 

Creative and Analytical Thinking

Is able to analyse situations, diagnose problems, establish and evaluate alternative 
courses of action and produce practical and acceptable solutions. Continually seeks 
out ways of improving processes by problem solving to identify the root cause before 
making a decision.

Leadership

Maximising Potential

Actively encourages, and supports the development of self and others.  Motivates and
empowers others to achieve organisational goals. Creates an environment in which 
people take ownership of their own career progression, taking remedial action where 
needed while acknowledging and celebrating success.

Decision Making 

Looks at issues with a broad view to achieve the organisations goals. Thinks ahead and 
prepares for the future.

Strategic Vision & Thinking

Using and understanding the bigger picture to uncover potential challenges and 
opportunities for the long term, and turning these into a compelling vision for action.

This job description is not intended to be exclusive or exhaustive. It is an outline 
indication of the areas of activity and may be amended to reflect the changing needs 
of the organisation. Post-holders are expected to undertake other duties and 
responsibilities commensurate with the nature, level, scope and grade of the post.
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Application and selection process

Application

Your application should be in the form of written CV and supporting statement

The written statement should cover no more than 2 sides of A4 paper in font size 
12, demonstrating why you think you are suitable for the post, and using 
examples to show how your knowledge, skills and experience meets the 
requirements of the person specification.  Any of the competencies may be tested 
at interview.

You should take into account the person specification and the competencies 
required for the role.

Applications should be submitted via our e –recruitment site no later than 10am on
Tuesday the 21st of December.

Selection

CVs and responses will be considered and shortlisted. Applicants will be invited to 
attend an interview and assessment.

Further details regarding any assessments will be provided to shortlisted candidates.

Adjustments to the selection process

The nature of the selection process is described above. If you need to have 
adjustments made at the interview to enable you to complete the selection process, 
please ensure that you state this in the disability section on the application form.

We are committed to making reasonable adjustments where possible.                                                    

                                              
Summary of terms and conditions

Contract

Fixed Term Contract/Secondment until March 2022

Salary

£20,594
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Hours

You will be required to work 36 hours per week over five days (Monday to Friday).

Pension

The civil service pension scheme offers a career average earnings-related scheme or 

defined scheme. Further details are available on the civil service pension website 

www.civilservicepensionscheme.org.uk .

Leave

The full-time annual leave allowance is 30 days per year, in addition to 8 public 
holidays and 2.5 additional days.

Flexible Working

The majority of our teams have been working from home since the start of the 
pandemic.  We plan to return to the office in September and will commence 6 month
trial of hybrid working.

Other benefits

Other benefits offered to all staff include an employee assistance programme, season 
ticket or bicycle loans, a gym subsidy scheme, and childcare vouchers. 

Travel

You may be required to travel on official business occasionally, normally within the 
UK. We will reimburse any travel costs relating to official business (this does not 
include home to office journey).

Pre-employment checks

All offers of employment are conditional and subject to our pre-employment checks, 
including security clearance, references and a health assessment for fitness to work. 
If necessary, you may need to undertake a medical assessment.

Probation

Successful candidates will be on probation for ten months.
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Outside activities

As a crown servant, you may not take part in any activity that would in any way 
impair the effectiveness of your work for the Parliamentary and Health Service 
Ombudsman, or engage in any occupation that may conflict with the interests of this 
Office or be inconsistent with your official position. Subject to these conditions, work 
of a minor or short-term nature (for example, vacation or after-hours work) will 
normally be allowed, provided you seek prior permission. 

You will also be subject to certain restrictions. Standing as a candidate in 
Parliamentary elections is prohibited. Standing for local authority elections, 
canvassing on behalf of candidates, and expressing views on matters of political 
controversy in public speeches or publications require permission from this Office and 
may be refused. There is also a requirement to declare involvement in any activity 
where you have an actual or potential conflict of interests. 

Equal opportunities

It is important to us that we promote an open, respectful, and transparent culture 
made up of individuals with their own unique identities at all levels. A diverse and
inclusive culture leads to better engagement, belonging, well-being, improved 
decision making and delivering better results. A diverse workforce allows us to better 
reflect the communities we serve so that we better understand the experiences of 
individuals who bring to complaints to us and provide them with a service that meets 
their requirements.

As part of our commitment to equality, diversity and inclusion we actively encourage 
applications from under-represented groups such as returning parents or carers who 
are re-entering work after a career break, people who are LGBT+, from Black, Asian, 
Mixed Ethnicity and Other Ethnic Group backgrounds, who have a faith other than 
Christianity or none, with a disability, impairment, learning difference or long-term 
condition, with caring responsibilities, from different nations and regions and those 
with a lived experience of poverty as well as any other under-represented group in 
our workforce. We are committed to ensuring the safety and protection of our 
employees from all forms of harm.

Disability

Applications from people covered by the Equality Act 2010 are particularly welcome. 
The term disability is defined in the Equality Act 2010 as a physical or mental 
impairment that has a substantial and long-term effect (that has lasted or is likely to 
last for a period of twelve months or more) on the ability to carry out normal day-to-
day activities. 

Any disabled applicant who applies under the guaranteed interview scheme (GIS) and 
who meets the minimum selection criteria will automatically progress to the next 
stage of the recruitment process, which may be an assessment or interview.
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By ‘minimum selection criteria’ we mean that you must provide us with evidence in 
your application form that you meet the level of competence required for the 
qualifications, knowledge, skills or experience defined as essential. If you have any 
questions please do not hesitate to contact us. 

A false declaration of a disability under the GIS to obtain a guaranteed interview, 
which results in employment, may invalidate your contract of employment.

You may wish to declare a disability but not apply under the GIS. 

Where a disability is declared, we will make all reasonable adjustments to 
accommodate your needs.

Data protection

We will record the information given for the purposes of recruitment and selection 
monitoring. We will process the information for the purposes of HR administration and 
statistical evaluation only.

Feedback

Candidates are asked to note that we do not provide feedback on applications at 
longlisting or shortlisting stage.


