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United Learning – Central Office
Job Description Questionnaire

	1.
JOB DETAILS
	

	
Job Holder:


Job Title:
HR Data Analyst

	Reports to: Head of HRBP North, Midlands & Central HR Services
Date: 29/01/2018

	
	


	2.
JOB PURPOSE
To ensure the timely production of scheduled HR Data reporting requirements and respond to ad hoc requests as required. 



	3.
DIMENSIONS

   No budget responsibilities
   Produce People Dashboard for PDC and Executives – 7500+ employees
   Collate pay progression data for JNC




	4.
ORGANISATION CHART

(Draw a chart to show how your job fits into the organisation including your manager's job, your job the job titles of colleagues reporting into the same manager and your subordinates.)
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	5.      KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

1. Educated to degree level or equivalent
2. Extensive experience of using a computerise HR System
3. Proven experience of producing a variety of analysis and reports to executive level

4. High level of accuracy and attention to detail

5. Experience of working in and supporting a busy HR Department

6. Excellent ICT skills, especially advanced knowledge of Excel

7. Ability to communicate complex information both orally and in writing in a clear, concise and articulate way

8. Experience of negotiating and influencing at all levels and in both informal and formal settings

9. High degree of discretion in dealing with confidential information

10. High level of initiative whilst working alone

11. Ability to prioritise and proactively manage a demanding workload whilst working to deadlines

12. Excellent team working

	6.
KEY RESULT AREAS

1. Produce and continually develop the termly HR Data Pack in line with the PDC meetings as well as producing timely and creative management information and reports to senior members of the HR team and the Board on all aspects of HR, including staff turnover and absence.
2. Analyse data and provide appropriate commentary to include in HR data packs, highlighting trends and any potential issues that arise. 
3. Produce required recruitment data from the group Applicant Tracking System to include in relevant HR data packs as well as in response to ad hoc requests.

4. Support with the collection of pay progression data from schools following annual pay review processes and produce data summary/report as required.

5. Support with the production of gender pay gap data for each school and at group level.

6. Support with the implementation of the annual pay award on the HR System.

7. Assist with the transfer of staff data for new schools joining the group to upload onto the HR system, ensuring 100% accuracy.
8. Assist with the data cleanse of current HR data held in the group HR System, in preparation for the transfer into the new HR/Payroll system once procured.

9. Conduct regular audits of information entered onto the HR system to ensure consistency, completeness and accuracy.
10. Provide support with the Applicant tracking system and HR system in terms of day to day queries from our schools.



	7.
COMMUNICATIONS AND WORKING RELATIONSHIPS
Regular contact with schools to liaise on data queries and provide support on the HR system and ATS where required.
Regular contact with payroll department to provide support with queries relating to the data held on the HR system.
Daily contact with HR team members, both to provide information on queries relating to HR data and to seek advice when needed.


	8.
SCOPE FOR IMPACT
HR Data Pack is continually developed to bring together headline data into one report.  The design and layout has been done within Excel/Word and necessary benchmarks drawn upon to include.  Data is collated from the HR System to accommodate the scope of data required by the Head of HR and Executives.



	9.
JOB DESCRIPTION AGREEMENT
	

	
Job Holder's Signature
	Date:

	
Manager's Signature

	Date:


Head of HR North, Midlands and HR Central Services





HR Systems Manager





HR Data Analyst











