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Job Description

	Job Title:
	HR/Payroll Systems Administrator

	Faculty/Department:
	HR

	Reporting to:
	HR/Payroll Systems Manager

	Duration:
	Continuing

	Job Family: 
	HR and Welfare

	Pay Band:
	Band 5

	Benchmark Profile:
	Administrator (HR) Band 5

	DBS Disclosure requirement:
	No

	Vacancy Reference:
	AH0038R



Details Specific to the Post

Background and Context 

The HR/Payroll Systems team, managed by the HR/Payroll Systems Manager is a small team responsible for the management and development of the MyHR integrated HR and Payroll system and associated systems.  The team is responsible for developing the system, and monitoring the integrity and accuracy of the data within it, which is essential to support the wider university with effective business operations including institution planning and forecasting, compliance management, statutory reporting, and HR and payroll management.  It will become an integral tool used by all staff and managers enabling simple execution of many transactional tasks and improved management information.

Specific Duties and Responsibilities of the post

The HR/Payroll Systems Administrator will be involved in all activities of the Systems Team including ensuring the system is performing at acceptable levels, assisting with the installation and testing of upgrades, supporting the review of new system functionality, user experience, and business needs of HR/finance and the wider university, helping to identify opportunities and inefficiencies and recommending improvement proposals to support the delivery of HR/Finance objectives.  Regular monitoring and housekeeping will be required to ensure accurate data collection and to consistently improve the management information available.  The team member will be the focal point for initial system support and problem resolution and will assign user access and maintain security, assist with building workflows and correspondence templates and help maintain all system configuration including global tables, user defined fields/forms, pay elements and scales, batch jobs and configuration preferences working with the software supplier or specialists within the field when necessary.
GENERIC JOB DESCRIPTION
The job duties and responsibilities listed below are intended to describe the general nature of the role.  The duties and responsibilities and the balance between the elements in the role may change or vary over time depending on the specific needs at a specific point in time or due to changing needs in the department.  Candidates should note that there may not be an immediate requirement to carry out all the activities listed below.
Overall Purpose of the Role

· The role holder:
· Will provide systems administrative support to staff in relation to HR and Payroll.  

· Will have practical working knowledge of the system/process/operating environment gained through formal instruction and/or experience. 

· May have specific responsibility for a clearly defined section or sub-section of work and will use initiative within the boundaries of the role in line with University policies and procedures. This will include the discretion to deal with non routine queries and/or issues but more complex situations will be referred to senior colleagues. 

· Will plan and prioritise own work and may be required to delegate work to others within agreed objectives.

Main Work Activities

Communication
· Provide advice and guidance to staff and managers in relation to their use of HR/Payroll systems communicating systems functionality and enhancements 
· Respond to staff queries and technical difficulties staff may be experiencing

· Development of training material / user guides / online help
· Training of users including refresher training and collecting improvement suggestions from users.
· Take notes and produce formal minutes at meetings when required.

Teamwork

· Provided advice and guidance to the wider team.

· Working closely with the HR Services team, Finance teams and other stakeholders to support the provision of management information and HESA return.

· Working closely with the HR Services team, Finance teams and other stakeholders to support amendment of policies as required in tandem with system/process changes and improvement.

· Building good working relationships with software supplier, finance, ICTD, HR Services team and the wider HR/Payroll community.

· Required to supervise the work of others.

Service Delivery

· Lead the provision of day-to-day HR/Payroll systems services support and problem resolution to management and employees.
· Develop and manage office systems to improve the efficiency and effectiveness of the Department.

Planning and Organisation

· Plan and prioritise the work of self and others.

· Organise regular monitoring and housekeeping to ensure accurate data collection to consistently improve management information available.

Analysis/Reporting
· Investigate and resolve issues, escalating to HR Systems Manager or logging with software supplier or ICTD as necessary.

· Use reporting tools to query system, producing reports and statistical summaries for routine analysis.

· Check departmental sharepoint presence to ensure accuracy of information.

· Use databases (internal/external) to support the work of the department.

Additionally the post holder will be required to:

· Fulfil the employees’ duties described in the University’s health and safety policies and co-operate with the health and safety arrangements in place within the department. May be required to undertake specific health and safety roles on request e.g. Display screen equipment assessor, departmental safety officer, fire warden
· Show a commitment to diversity, equal opportunities and anti-discriminatory practices This includes undertaking mandatory equality and diversity training
· Comply with University regulations, policies and procedures
COMPETENCY SPECIFICATION

To fulfil your role, you will need certain knowledge, skills and competencies. The following competency specification provides a framework within which your performance will be assessed.  The interview assessment may include, for example, testing on IT skills. 

The Competencies set out below are essential and are core requirements needed to perform the role and any candidate who fails the requirement will not be taken forward for further assessment or to interview.
Competency
Identified by
Knowledge and Experience 
	This post requires a good understanding of HR and payroll services and the business processes that enable and support these services and an ability to consider and recommend effective solutions and developments.


	Application/Interview

	Can demonstrate the ability to use a broad range of products from the Microsoft Office suite and have the ability to learn new systems and software. 


	Application/Interview

	Has a good general education showing clear evidence of literacy and numeracy. For example, GCSE Maths and English A-C.


	Application/Interview

	
	

	Has an active approach to continuing professional development/undertaking training as appropriate for personal and professional development. 


	Application/Interview


	Communication (Oral and Written)

Can demonstrate the ability to provide information in a suitable format so that the others’ needs are met and adjusts the level of content to help others understand.
	Application/Interview

	
	

	Teamwork and Motivation

Can demonstrate the ability to delegate work to others and/or help to build co-operation to deliver team results.
	Application/Interview

	
	

	Liaison and Networking

Can demonstrate the ability to make contact with others to ensure that information is exchanged and circulated appropriately to the right person at the right time.
	Application/Interview

	
	

	Service Delivery

Has knowledge and understanding of services available to users of this and related areas of work and ensures that the experience of each customer is positive and satisfactory.
	Application/Interview

	
	

	Planning and Organisation

Can demonstrate the ability to create realistic plans to achieve own deadlines and objectives. Monitors progress of self and/or others and can prioritise tasks/activities effectively.  Suggests ways of improving working practices and use of resources.
	Application/Interview

	
	

	Initiative and Problem Solving

Can demonstrate the ability to use initiative to recognise problems and offer solutions
	Application/Interview

	
	

	Analysis/Reporting
Can demonstrate the ability to identify and use a range of data, with the ability to combine various data types to produce reports and perform basic analysis. 
	Application/Interview
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