LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	HR Data Analyst
	Grade:
PO4

	

	Reports to 

(Designation):
	Recruitment & Retention Manager
	Grade:
PO5
	

	Directorate:
	Resources & Regeneration
	Section:
	


___________________________________________________________________

Main Purpose of the job: 

The key function of this role is to provide an accurate, comprehensive and proactive HR management information function to the Council which identifies trends, issues and solutions. The role will explore organisational requirements and provide accurate and consistent management information and statistics. As part of the HR team, it provides comprehensive value added, high quality Human Resource Management Service in partnership with directorate services. Lead on specific service plan and work programmed areas and projects as allocated. Work collaboratively across the HR Community to deliver common Service Plan objectives.
_______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. Data Reporting and Analysis
1.1
Understand the needs of different areas of the business and the subsequent requirements for performance and management information, liaising with Heads of Service, managers and staff.
1.2
Develop and maintain performance reports across all systems and ensure these are updated as business or legislative requirements change to ensure the production of accurate HR management information.
1.3
Support the Head of Service and senior managers in developing a comprehensive set of performance indicators and contribute to the development of an overall framework for target setting, performance monitoring and reporting.
1.4.
Analyse complex HR management information in a timely manner which will input to workforce planning across the Council, identifying trends, pinpointing issues and offering solutions. 

1.5
Be responsible for all aspects of the collection, collation and submission of statistical information and returns as required by the service, organisation, government departments or other external agencies, liaising with relevant staff and managers to ensure the required information is provided in a timely manner.

1.6
Ensure the analysis, interpretation and presentation of complex HR management information/KPIs in line with audit, legislative and local requirements, producing reports and presentations for Members, senior management and directorates as appropriate. 

1.7
Maintain, design, develop, and implement data export, data import and reporting practices and processes which will deliver useful information and analysis for staff, managers, DMT and EMT.

1.8
Respond to all ad hoc requests for data, information and reports within agreed timescales

2.
HR Systems

2.1
Participate and contribute to the continuous review, development and implementation of HR systems to ensure a suitable workforce to meet the changing needs of the Council.  

2.2
Maximise the use of HR systems to automate standard processes.

2.3
Assist with reviewing and documenting processes undertaken within HR and making recommendations for their development.

2.4
Ensure all relevant personal and sensitive data is secured in compliance with the Council’s data security policies, both electronic and hard copies of data and reports.

2.5
Set up and lead small cross-directorate project teams as required, allocate tasks and assess relevant resource requirements and risks ensuring projects are delivered on time and on budget

2.6
Contribute to HR Management System projects (e.g. selecting, testing and implementing software)

2.7
Contribute to discussions on future systems strategy, evaluate existing systems/other products as necessary and make recommendations

2.8
Ensure the confidentiality and integrity of the service

2.9
Be the System Administrator for designated software systems as required, making sure these systems are effectively developed, managed and users trained.

3.
Policy & Project Management

3.1
Lead improvement projects (particularly related to performance and data quality), ensuring that a robust project management approach is utilised.

3.2
Maintain an awareness of all policy, strategy and legislative changes affecting HR and determine their impact on HR Management Information and systems.

4.
General Duties

4.1
Undertake any other duties within the scope of the post as allocated by the Recruitment and Retention Manager.
4.2
Maintain close and effective relationships with a range of contacts, including service managers, Departmental Management Teams, partner organisations, government departments and benchmarking groups.
4.3
To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.
4.4
Assist in carrying out the Council's environmental policy within the day to day activities of the post.

4.5
Comply with the Council’s Health & Safety policy and associated safe working procedures and guidelines.
5.
People Management

5.1
Fully manage and develop staff assigned and training to meet service objectives.

5.2
Ensure that staff are fully supported in having opportunities to maximise their personal skills and development taking into account likely future needs of the service,

5.3
Monitor absence, sickness and performance issues
Internal Contacts: These include Managers and staff across HR, Schools HR, Information, Management & Technology (IMT) service, and other Council Management teams.
External Contacts: This will include partner organisations, e.g. NHS, other councils, government departments, benchmarking groups (e.g. London Councils) and other workforce data reporting organisations
To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 


Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:

Title:
HR Officer



Grade
Sc6

No of posts  1
Number of partially managed staff:

Title:

NIL



Grade


No of posts

PERSON SPECIFICATION
JOB TITLE:
HR Data Analyst



POST NO:
DEPARTMENT:
  Resources & Regeneration   

   GRADE:  

Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies
Awareness of Equal Opportunities issues and the role in positive action




S
Knowledge

Excellent up-to-date working knowledge of Individual and collective employee relations


S
Substantial knowledge of performance management, systems and application



S
Knowledge of current development in HR practice and how these can be implemented

Excellent knowledge of the use of IT software packages to create diagnostic tools, interrogate and

analyse data












S
Substantial knowledge of management information systems (including report production and data extraction)












S
An understanding of and the impact of change management including cultural change in a local government setting

Knowledge of project management methodology and processes





S
Aptitude

Ability to prioritise workload and effectively manage time with a focus on delivery and outcomes 

Ability to respond positively to change
Ability to communicate, influence and persuade at a range of levels in order to achieve

organisational and service objectives








S
Ability to plan, manage and monitor projects and programmes of work

Ability to resolve conflicting work priorities
Ability to develop and maintain effective working relationships at all levels, both with the team and

across and outside the organisation









S
Skills

Excellent ICT skills including the manipulation of data and databases

Excellent analytical skills
Highly developed oral and written communication skills. 

High level numeric skills sufficient to support analysis of business objectives and budgets

Good project management skills

Experience

Implement HR policies, strategies and solutions and supporting complex organizational change
Significant experience of successfully supporting HR business processes and workflow systems

S
Safeguarding HR systems, processes and solutions whilst maintaining high levels of confidentiality
S
Significant experience of influencing and negotiating effectively with internal and external customers

Experience of building and maintaining effective and sustainable networks/partnerships with a wide and diverse range of senior officers, suppliers, external partners and experience of influencing key stakeholders in a local government context








S
Significant experience of analysing complex information from a range of sources including financial and numerical data and generating intelligence








S

Experience of considering data from a strategic vantage point and the preparation of formal reports on such issues.

Experience of the preparation and presentation of complex data/analysis documents and reports
S
Experience of team/staff management and development






S
Experience of managing projects and project staff and setting performance targets.

Experience of responding to customer needs and working to tight deadlines

General Education

Good levels of literacy

Excellent levels of numeracy, with an aptitude for interrogating data
Personal Qualities

Commitment to achieving changes needed by the Council to provide quality services.

Flexible attitude to the needs of the service

Bias for action

Circumstances
Able to attend evening meetings
DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.
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