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ROLE DESCRIPTION

	Role Title
	Business
	Reports to

	HR & Payroll Systems Officer (fixed term contract – 12 months)
	HR Payroll
	HR & Payroll Systems and MI Manager


PURPOSE & RESPONSIBLITIES
	To Support the management, development and maintenance of the HR/Payroll system (iTrent) and associated systems, to deliver agreed services to the full satisfaction of all clients and to meet statutory, regulatory, legislative and performance requirements:

To support the development of a strong HR and Payroll systems team capability enabling delivery of excellent customer experience 

To deliver the required systems support services and ‘static plan’ for all HR and Payroll clients ensuring all statutory, legislative and business deadlines and milestones are met.

To assist in the housekeeping and system maintenance of all HRP systems in conjunction with HRP System team colleagues, operational stakeholders and managers, ICT colleagues, and software third parties.

HR and Payroll specialist; demonstrating extensive end to end operational experience to bring to bear in the effective management of the HR and Payroll, and associated systems.

Assist the HRP Systems Manager in supporting the relationship between systems support and business/operational requirements (Peoples Services, Transactional and Operational HR and Payroll services, Clients, ICT etc.), ensuring effective stakeholder management, strategic planning, business understanding and delivery of a responsive support service:

· Processing 

· Prioritisation of workload

· Incident/issue resolution

· Change and development

· Management Information / Business intelligence

Key accountabilities and responsibilities:

1. To support the HRP Systems service with the specification/design, testing and maintenance of interfaces to and from feeder systems to ensure the data integrity of all systems

2. To assist in the development and roll out of functionality of the iTrent System to promote efficient and effective use of the system

3. To provide specialist HR and Payroll support, application configuration and issue resolution expertise in support of all implementations of system upgrades, patches and fixes including ongoing maintenance and trouble-shooting of all solutions.

4. To provide specialist support with operational and systems expertise within the Change Control process to support the effective and timely delivery of the development/change roadmap including provision of advice and guidance on systems improvements

5. To support the HRP Systems manager with developments and new functionality for implementation into the service offering to ensure a market leading solution for the operation and customers alike.

6. To support the development and maintenance of security protocols, compliant with GDPR legislation and ensure there are no data breaches allowed through the system access protocols. 

7. Maintain a library of configuration documents for all systems and apply a robust change control process with the management team to review, impact assess and approve proposed changes to systems and processes.

8. Ensuring that Systems Administrator and End User training manuals and procedures documentation is up to date and available for end users.  To support with training delivery to operational teams and customers as required. 

9. Support the calendar of key date driven activities for the systems to ensure plans are in place, resources are identified, and any conflicts identified. 

10. Ensure that there is no systems impact on the operational payroll deadlines for all customers

11. To promote continuous improvement, initiating, facilitating and responding to change in a positive manner, especially in helping the Council and Unity Partnership to meet its efficiency targets.

12. Be an integral part of the HR and Payroll Operational Team, driving better customer service and maintaining all solution environments.

13. To maintain and develop the reporting and enquiry capabilities of all systems as specified by the customer and to apply analytical and presentational overlay for this information and to meet all statutory, legislative and business requirements

14. To promote and apply the use of information technology by identifying and supporting the development of systems and processes that will enhance and increase the performance and service standards of the Council and Unity Partnership.
The above duties and responsibilities cannot define all of the tasks that may be required of the post holder.  The outline duties shown may therefore vary without materially changing either the character or level of responsibility.  You may be at times expected to work outside of normal working hours and work flexibly in line with the needs of the service.

	Standard Duties:

1. To actively promote the equalities and diversity agenda in the workplace and in-service delivery.

2. To uphold and implement policies and procedures of the Council and Unity Partnership including Customer Care, Data Protection, Finance, HR, Payroll and health and safety policies.

3. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures. 

4. Maintaining complete, up to date and accurate documentation.  Providing appropriate evidence and verbal responses to senior management, Programme leads, external and internal auditors etc. 

5. To assist and contribute to providing advice to other officers / working groups of the Authority and Unity Partnership on HR and Payroll system matters, including problem solving and investigations for specific projects, and collection and analysis of data.

6. To carry out all duties and responsibilities in accordance with agreed policies including Health & Safety

7. Undertake any additional duties commensurate with the level of the post




	Direct Reports
	Budget Responsibility

	None

	None


PERSON SPECIFICATION

Job Title:  HR & Payroll Systems Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	· 5 (Grade A-C and Above) GCSE’s including Maths and English (or equivalent)

· 3 (Grade C and Above) A Level’s

	IT/Systems/Information related qualifications and/or certification


	AF, I


	Experience


	Significant experience of HR & Payroll systems management, including implementing, developing, updating and maintaining those systems. Provision of hypercare following implementation or upgrades.
Experience of performing upgrades, patches and fixes to ensure systems are robust
Experience of testing systems via a formal Testing approach, developing scenarios and test scripts, carrying out testing, supporting defect resolution etc.
Experience of collating, manipulating and presenting management information using a variety of systems and report writing tools
Experience of giving technical/systems advice to others, including a range of stakeholders, end users and ICT/Systems Support colleagues

Experience of fault diagnosis, root cause analysis, incident and problem management including identification of fixes and delivery of the same 

Experience of formal Change Control process including detailed impact analysis and presentation of solutions / options for approval via a Change Advisory Board (CAB)
Experience of undertaking effectively end-to-end process reviews and/or systems design to optimise efficiencies, focusing on the data journey to minimise points of data error, build in compliance where possible and create an excellent customer experience for all users of the systems

Experience of working collaboratively within multidiscipline project team, building up effective working relationships to optimise outcomes and meet critical deadlines
Experience of undertaking all aspects of end-to-end project management, successfully developing and delivering plans and outcomes to critical deadlines over concurrent work streams 


	Experience of working with systems providers/experts in a commercial environment

Experience of:

· MHR iTrent
· Business Objects


	AF, I


	Skills & Abilities


	Analytical skills to think strategically though business, financial and legislative issues to clearly identify potential issues, evaluate risk, develop solutions and make appropriate recommendations for action

Interpersonal skills for networking and collaborative working skills that are persuasive and influential with others, building positive relationships with clients, business partners, colleagues and external bodies
Effective written and verbal communication skills, presenting complex or technical information in an accessible form to audiences with different levels of technical knowledge

Organisational skills to prioritise own workload, plus that of the team, and complete tasks to potentially conflicting deadlines

Ability to work flexibly to support the needs of Oldham Council & Unity Partnership and to meet the fluctuating and demanding priorities as arise in supporting a payroll system and service
ICT skills to operate financial, HR and Payroll systems, word processing, spreadsheets, databases, presentations, internet and e-mail


	
	AF, I


	Knowledge


	Strong technical, legislative and specialist knowledge in HR & Payroll 

Detailed understanding of HR & Payroll policies and procedures from both an operational and systems management perspective

Good understanding of data protection and information security related legislation and good practice, why data quality is important and potential consequences facing a local authority if its data quality is poor

Knowledge of effective project management techniques and methodologies, and how they can be applied in a business context


	
	AF, I


	Work Circumstances


	Able to travel to different sites across the Borough

Able to work outside of normal office hours on occasions


	
	AF, I


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; Po = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview

	Salary Range
	£28k to £32k

	Job Family
	Admin

	Contract Type
	Fixed Term to 31/08/2021
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