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JOB DESCRIPTION

	Job title
	HR Systems Manager 

	Sector/Function
	IMT – Information Management and Technology

	Department
	Business Support Applications

	Reports to
	Head of Business Support Applications

	Grade
	5

	
	

	Job purpose
	· Optimise iTrent functionality.
· Continual review of HR and Payroll processes to ensure efficient and lean processes are established and maintained.
· Key contact point for all HR Systems stakeholders (both internal and external).
· Develop iTrent to capture data which will enable informed decision making.
· Manage customer relationship with HR System vendor (MHR).

	Key accountabilities
	System Administration:
· Ensure our current version of iTrent is up to date and fit for purpose.
· Review upgrade documentation, determine impact on current build and test as appropriate.
· Consider feasibility of new requests, propose workable solutions and timelines.
· Adopt and embed new functionality as appropriate.

Incident / Change / Problem Management:
· Second line / escalation point for HR Systems incidents and problems.

Stakeholder Management:
· Foster successful relationships with – but not limited to – HR, Payroll, Finance, IMT, R&A, Operations, employees and managers.

Vendor Management:
· Attend regular account meetings with relevant MHR representative(s).
· Review problems, defects and roadmaps for iTrent and associated systems / applications.

Business Analysis:
· Complete requirement gathering / scoping documents with stakeholders for new requests and document findings / proposed solutions.
· Process mapping of ‘as is’ and ‘to be’ processes where appropriate.

Knowledge Management:
· Keep knowledgebase documents, process maps, user guides etc. up to date and relevant.

	

	Dimensions
	Direct reports
	N/A

	
	Total staff overseen
	N/A

	
	Internal contacts
	All business areas

	
	External contacts
	HR System Vendor (MHR)

	
	Planning outlook
	12 months

	
	Financial authority
	N/A



PERSON SPECIFICATION

	Job title
	HR Systems Manager 

	

	Personal effectiveness


	Essential
	Desirable

	
	· Possess problem solving and analytical skills with a desire to innovate.
· Convey technical issues in terminology that is easily understood by non-technical users.
· Owns tasks and issues from start to finish.
· Forward thinking with the ability to identify the root cause of issues and address them with appropriate solutions.
· Customer focussed approach to both internal and external customers.
· Solutions focussed.
· Ability to work self-guided to meet deadlines and prioritise tasks accordingly.
· Ability to prioritise customer requirements gauging complexity and resource availability.
· Build and maintain successful relationships with key stakeholders.
· Ability to function as part of a team, supporting other team members and other teams where required.
	· Escalates concerns and issues to the appropriate level and at the appropriate time.




	
	
	

	Technical effectiveness
	Essential
	Desirable

	
	· Significant knowledge and experience of iTrent, ideally in a System Administrator capacity.
· Ability to use Microsoft office applications to a high standard.
	· 

	
	
	

	
Acquired experience and qualifications
	Essential
	Desirable

	
	· Expert user of iTrent.
· Effective communication skills.
	· 
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