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JOB DESCRIPTION

Job Title: HR Systems Manager
Directorate & Section/Unit: Chief Executives Unit
Reporting to: Recruitment, Reward & Talent Manager
Responsible for: HR Systems Team
Salary Grade: PO3

DMA Management Level: 1
DMA Span of Control (Direct Reports): 4
Our People Values:

To uphold and act in accordance with Worcestershire County Council's values;

· Customer Focus – Ensure delivery of a high-quality service which meet the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.

· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.

Purpose of job: 



· The HR Systems Manager plays a pivotal role in ensuring the efficient operation, development, and integrity of HR systems within the County Council. Leading a small team, they oversee the management, maintenance, and enhancement of key HR platforms, enabling accurate data and seamless system functionality.
· By collaborating closely with system providers, internal departments, IT & Digital and business intelligence teams, the HR Systems Manager ensures that HR technology aligns with strategic goals, supports workforce planning, and enhances service delivery. They are responsible for system governance, compliance, and business continuity, ensuring that HR operations remain resilient and responsive to organisational needs.
· With a focus on system development, stakeholder engagement, and process improvement, the HR Systems Manager drives efficiency while ensuring data integrity, security, and accessibility for all users. 
Main Activities & Responsibilities:



HR System Management
· Manage and maintain key HR systems ensuring optimal functionality and integration.

· Implement best practices in system management to enhance efficiency and user experience.

System Development & Enhancements
· Develop and maintain a structured roadmap for system improvements, ensuring timely delivery and effective prioritisation of enhancements.

· Oversee system upgrades and collaborate with external providers to implement technical improvements.

System Hierarchies & Structural Changes
· Manage system hierarchies for both core council and maintained schools, ensuring data alignment during day-to-day operations and organisational restructures.

Contract & Compliance Management
· Lead systems contract management, ensuring agreements align with business needs and compliance standards.

· Monitor commission data requirements, supporting accurate reporting and system alignment.

System Maintenance & Business Continuity
· Coordinate system maintenance, troubleshooting, and technical upgrades in collaboration with external providers and IT & Digital.
· Develop and oversee business continuity plans, ensuring system resilience in case of disruptions.

Stakeholder Engagement & Process Improvement
· Act as the primary liaison between business units, system providers, IT & Digital and Business Intelligence teams.
· Lead system process implementation and ensure seamless coordination of new workflows.

· Address and resolve complex system issues with system providers and queries to maintain operational efficiency.

Payroll & Data Management
· Develop and maintain data dashboards for insightful reporting and analytics.

· Uphold high standards of data integrity and compliance, ensuring adherence to regulatory requirements.

Generic Accountabilities:

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

     Internal: Heads of Service, Senior Managers, Management Teams, Managers &   

Staff across all directorates, Project Staff.       
     External: Government Agencies & Departments, NHS, Educational Settings, System Providers, 
Contractors, Service providers, Statutory and Voluntary Organisations, Clients and Customers.       
Additional Information:


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
· Reasonable adjustments will be considered as required by the Equality Act
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PERSON SPECIFICATION

Job Title: HR Systems Manager
Directorate & Section/Unit: Chief Executive Unit 
Salary Grade: PO3
EXPERIENCE: 
It is essential that the post holder has:

· Substantial experience working with iTrent and building system enhancements within iTrent 
· Substantial experience in managing HR systems within a local authority or similar environment.

· Significant experience leading a small team, providing guidance, development, and performance management.
· Significant experience of working co-operatively with a broad range of internal and external contacts and groups.

· Substantial experience of managing third party suppliers and contracts

· Significant experience in leading system change management, ensuring smooth adoption across the organisation.

· Significant experience of problem solving, creative and pragmatic solutions and decision making in technical areas.

· Significant experience of quality assurance of solutions in projects or service delivery
KNOWLEDGE, SKILLS AND ABILITIES: 

It is essential that the post holder has:

· Expert knowledge of HR system hierarchies, data integrity, and system enhancements.

· Expert knowledge of system governance, compliance, and business continuity planning.

· Ability to oversee contract management and vendor relationships.

· Ability to build and maintain strong relationships with internal departments, system providers, IT & Digital 
· Skilled in explaining technical concepts to non-technical stakeholders.

· Strong analytical and problem-solving skills to address system challenges.

· Ability to prioritise tasks and manage multiple system development projects effectively.

· Strategic approach to implementing HR system enhancements and data dashboards.

· Excellent leadership skills, able to liaise directly with other parts of the Council, Suppliers and other commercial Partners. 

· Commitment to working effectively in a customer focused environment 

It is desirable that the post holder has: 

· Experience of Local Government terms and conditions of employment 
· Understanding of local authority HR policies and workforce planning requirements

· Knowledge of data compliance regulations and best practices in data security.
QUALIFICATIONS/TRAINING & DEVELOPMENT:
It is essential that the post holder has:

· Level 7 qualification in HR or IT or equivalent compensatory experience 

· Evidence of Continuing Professional Development 
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