
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 plus payroll operational management

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:

· Unit4 ‘Business World On’ HR and Payroll solutions
· Selima HR & Payroll solutions

	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
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