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Job Description
Systems and Insights Advisor

Grade:	SO2
Spinal range:	32 - 34
Reporting to:	Assistant Director (Employee Data and Business Services)
Accountable to:	Chief People Officer
Location:	based at Uxbridge College – will work across other college sites as required.
Hours:	36 hours per week, 52 weeks per year
Responsible for:	N/A
Purpose of the Job
The Systems & Insights Advisor is responsible for managing and analysing People data across the college, ensuring data integrity, compliance, and the delivery of insightful People reports.
his role involves close collaboration with various stakeholders to provide accurate, timely, and meaningful data and reports for committee use and which support strategic decision-making and enhances operational efficiency. The Advisor will play a key role in optimising the use of People systems and data analytics to enhance service delivery.

Key duties and Responsibilities
Data Management and Integrity
1. [bookmark: _Hlk190676901]Oversee the collection, maintenance, and integrity of all HR-related data within the college's HR Information System (HRIS).
2. Ensure data is accurate, consistent, and up to date across all HR systems and databases.

3. Ensure data consistency and regular updates across all HR systems.

4. Conduct regular data audits and data cleansing activities to maintain the quality of People data.

HR Reporting and Analytics
5. [bookmark: _Hlk190676915]Develop, produce, and distribute regular People reports and dashboards for senior management, including metrics on employee turnover, absenteeism, headcount, diversity, and other key People indicators.
6. [bookmark: _Hlk190677245]Provide in-depth analysis of People data to identify trends, risks, and opportunities for improving processes and employee experience.

7. Support the wider People & OD team in the use of data for workforce planning, succession planning, and other strategic People initiatives.

8. Provide regular reports to the Chief People Officer, Assistant Director - Employee Data and Business Services and other stakeholders.
System Administration and Optimisation
9. Serve as the system administrator for the HRIS, managing user access, system configurations, and security settings.

10. Work with IT and external vendors to troubleshoot and resolve technical issues related to the People systems.

11. Lead the implementation of system upgrades and enhancements to improve data reporting capabilities.

Collaboration and Stakeholder Engagement

12. [bookmark: 38People-and_-OD_Function_Restrure-Propo]Work closely with Payroll, IT, and other departments to ensure alignment of People data with HRUC’s needs.

13. [bookmark: _Hlk190677286]Act as the main point of contact for People data-related inquiries, providing guidance and support to People and OD colleagues and other stakeholders.

14. Collaborate with Talent and Acquisition to ensure accurate data input and maintenance on LMS, and produce related reports.
15. Develop user guides, training materials, and best practices for effective use of people data.

Continuous Improvement
16. [bookmark: _Hlk190677311]Identify opportunities to streamline HR data processes and improve data efficiency.

17. Stay updated on the latest trends in People data management and reporting, and recommend best practices for data analytics and reporting within the People function.
18. Lead projects to enhance data collection, reporting, and analysis capabilities.

Generic Responsibilities
19. Stay updated on best practices in organisational development and incorporate them into HRUC’s strategies; and maintain continuous professional development (CPD).

20. Carry out all other duties as may be reasonably required, and contribute to larger HRUC-wide projects to support the achievement of strategic aims.

21. Participate in Open Evenings, Parent/Student Consultation Evenings and other College events as required.

Safeguarding Children and Vulnerable adults

· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.
Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.
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Systems and Insights Advisor
Person Specification
	[bookmark: Qualifications]Qualifications
	Essential
	Desirable
	How assessed*

	[bookmark: 1._Good_general_level_of_education_(incl]1.	Good general level of education (including Maths and English at Grade C or above, or equivalent)
	
	
	AF/Cert

	[bookmark: 2._Professional_qualification_or_certifi][bookmark: _Hlk190678201]2.	Professional qualification or certification in People data
[bookmark: Knowledge,_Skills_and_Experience]management, HRIS, or data analytics or equivalent) or willingness to achieve it within 1 year.
	
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	[bookmark: 3._Significant_experience_in_People_data][bookmark: _Hlk190678215]3.	Significant experience in People data management, reporting, or a
similar role within a large organisation
	
	
	AF/IV

	[bookmark: 4._Strong_organisational_skills_with_the][bookmark: _Hlk190678224]4.	Strong organisational skills with the ability to manage multiple projects simultaneously
	
	
	AF/IV

	[bookmark: 5._Proven_experience_with_People_Informa][bookmark: _Hlk190678245][bookmark: 6._Strong_analytical_and_problem-solving]5.	Proven experience with People Information Systems (HRIS) and data analytics tools
	
	
	AF/IV

	[bookmark: _Hlk190678258]6.	Strong analytical and problem-solving skills with the ability to
[bookmark: 7._Experience_in_producing_and_analysing]interpret complex data and provide actionable insights
	
	
	AF/IV

	[bookmark: 8._Experience_in_ensuring_data_complianc]7.	Experience in producing and analysing People reports and dashboards
	
	
	AF/IV

	8.	Experience in ensuring data compliance with GDPR and other
[bookmark: 9._Experience_of_managing_high_volumes_o]relevant regulations
	
	
	AF/IV

	[bookmark: 10._Proficiency_in_Microsoft_Office_Suit]9.	Experience of managing high volumes of work and dealing with conflicting priorities under pressure
	
	
	AF/IV

	10.  Proficiency in Microsoft Office Suite and other relevant software
	
	
	AF/IV

	[bookmark: 11._High_proficiency_in_HRIS_systems_and][bookmark: _Hlk190678344]11. High proficiency in HRIS systems and data analysis tools (e.g., Excel, Power BI)
	
	
	AF/IV

	12.  Experience with Civica HR/payroll system
	
	
	AF/IV

	[bookmark: 12._Experience_in_developing_and_impleme]13.  Experience in developing and implementing diversity and inclusion
training programmes
	
	
	AF/IV

	[bookmark: 13._Excellent_attention_to_detail_and_ac][bookmark: 14._Good_literacy,_numeracy_skills_and_c]14. Excellent attention to detail and accuracy in data management.
	
	
	AF/IV

	15. Good literacy, numeracy skills and communication skills, and the ability to communicate effectively with people at all levels in an organisation, both written and verbal, with the ability to explain
technical concepts to non-technical stakeholders
	
	
	AF /T / IV

	[bookmark: 15._Ability_to_manage/supervise_the_work]16. Ability to manage/supervise the work of others and delegate effectively
	
	
	AF/IV

	[bookmark: Personal_Attributes][bookmark: 16._Experience_in_a_similar_role_within_]17.  Experience in a similar role within the education or public sector
	
	
	AF/IV

	[bookmark: 17._Negotiation,_influencing_and_excelle]Personal Attributes
	
	
	

	18.  Negotiation, influencing and excellent customer service skills
	
	
	AF/IV

	[bookmark: 18._Ability_to_work_unsupervised_and_use]19. Ability to work unsupervised and use own initiative, and ability to work independently and as part of a team.
	
	
	AF/IV

	[bookmark: 19._A_strong_commitment_to_Equality_and_]20. A strong commitment to Equality and Diversity and Safeguarding/Prevent and promoting the welfare of all learners.
	
	
	IV

	[bookmark: 20._Ability_to_develop_and_maintain_stro]21.  Ability to develop and maintain strong relationships with internal
and external stakeholders.
	
	
	IV

	[bookmark: 21._Ability_to_communicate_effectively,_][bookmark: 22._Flexibility_in_working_arrangements_]22.. Ability to communicate effectively, influence others, and work under pressure.
	
	
	AF/IV

	23. Flexibility in working arrangements to meet the demands of the role.
	
	
	IV


Evidence of criteria will be established from:
AF = Application Form; IV = Interview	T = Test (Skills test); Cert = Certificates checked on induction
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