Job description









	Job title: HR Systems Support Analyst
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	Directorate: Finance & Resources
Division: HR & EDI
Service: HR & Organisational Development
Team: HR Systems
Grade: F
Post reference number: 24378

	

	1. Job purpose
To support the HR & EDI function with effective system support, updates, and configuration. To act as a coordinator for all systems used by HR&EDI Service and be the first point of contact for users.

	

	2. Principal duties and responsibilities

	1. Perform all Oracle Fusion quarterly update activity including forward planning, regression testing, and liaising with the Development & Change Team to update training and support guidance.

2. Act as a co-ordinator for HR & EDI on all licencing arrangements for HR and corporately purchased licences for systems, keeping track of users and renewal dates.

3. Be responsible for the update and maintenance of corporate data in Oracle Fusion, such as worker categories, talent and performance templates, checklists and journeys, work schedules, contingent workers, etc. and provide facilitation on HR functionality in Oracle Fusion.

4. Be responsible for ensuring effective establishment control of positions in Oracle Fusion by creating and maintaining positions, monitoring of DDMs and staffing decision forms and vacancy management reporting through budgeted position maintenance.

5. Support effective and timely Freedom of Information (FOI) and Subject Access Requests by proving administrative support for process, such as monitoring team inboxes, ensuring that data and FOI requests are logged, prioritised and actioned within required timescales.

6. Provide administrative support for case management systems, including adding new colleagues to drop-down menus, amending structures, adding schools, updating lookups, etc.

7. Monitor system issues by maintaining system issues logs and support the Oracle fusion lead in escalating issues for the business.

 
8. Support the organisational time recording solution by updating the solution annually and providing user support for errors and issues.

9. Respond to a range of requests for information and analyses from colleagues and external organisations, using a variety of tools such as Excel, Access, Oracle etc., as necessary. 

10. Maintain the HR & EDI Service presence on the Corporate Intranet by updating and maintaining information.

11. Provide general basic level technical support for internal spreadsheets used for calculations and service support, such as the Casual Business Support database and redundancy calculator.

12. To ensure the strictest levels of confidentiality at all times and to work within Data Protection and other legislative frameworks that relate to the use of personal data.

13. To participate actively in your own development plan, including participating in meetings, supervision, training and other events to assist with your development, as requested by your manager. 

14. To undertake and assist with ad-hoc projects, and undertake any other duties in line with your grade and capabilities, as required.




	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the General Data Protection Regulation and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	


	6. Numbers and grades of any staff supervised by the post holder:

	0

	

	7. Post holder’s immediate supervisor: HR Systems & MI Manager

	

	




Prepared by/author:		Date: 18/08/22

	Job title: HR Systems & MI Manager





	
Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.


I understand and accept the job duties and responsibilities contained in this job description.



Signature:								Date:



Person specification





	Job title: 
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	Directorate: Finance & Resources
Division: HR&EDI
Service: HR & Organisational Development
Team: HR Systems Grade: 
Post reference number: 

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge & Technical Requirements
	Ability to understand the role of management information and systems within a larger organisation, including its role in raising the organisation’s performance

Experience of using HR Management Information Systems (Preferably Oracle) and maintenance of quality data within these

Understanding of the importance and effectiveness of data collection, management and analysis

Knowledge of the Data Protection Act, Freedom of Information Act and GDPR

To understand and be able to demonstrate practical applications of data in an HR environment, with emphasis on performance measures and workforce planning

In-depth experience of using and supporting a wide range of information systems, with a strong understanding of data infrastructures and relationships. 

A competent user of Excel, with strong formula writing skills to analyse complex data sets as required

Competence in Microsoft Office applications to a high level for data analysis, presentation and collaboration purposes 

Confident numerical ability 

Experience of monitoring data quality and taking action to ensure validity of data on systems.

Ability to prioritise work in accordance with team objectives

Willingness to undertake in-house training specific to the job role



	
	







































	







































	
































	

	
Communication and Team Working 
	Ability to communicate and work with a wide variety of customers and partners providing support and guidance on systems and data.

Ability to work effectively as part of a team. 

Ability to develop positive working relationships with colleagues and to work flexibility within across HR&EDI teams as required. 

Ability to maintain strict confidentiality and comply with Data Protection procedures and other legislative frameworks governing the use of data/information.
	
	
	
	


	

	Work to promote mutual respect and good relations
	An understanding of the City Council’s Equality Scheme, a commitment to its implementation and application in employment and service delivery

Ability to identify and report discriminatory practices or working methodologies. 

	
	
	
	
	

	Work Related Circumstances


	Willingness to comply with the City Council’s non-smoking policy
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author:		Date: 18/08/23

	Job title: Programme Manager
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