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	Job Title
	HR Process and Systems Support

	Faculty/ Department
	Human Resources
	Legal Entity
	University of Surrey
	Job Family 
	Professional Services 
	Job Level 
	4

	Reports To
	HR Process and Systems Advisor 
	Line Manages (role title(s))
	NA

	Job Statement 
The postholder plays a key role providing support in the implementation, maintenance and enhancement of the HR systems and some wider University systems. This role ensures the HR technology solutions align with the HR objectives to improve overall service delivery. The HR Process and Systems Support works closely with the Process & Systems Advisor, to analyse current systems, identify areas for improvement, and drive the successful deployment of new functionalities and upgrades. By leveraging their expertise in HR processes and technology, the HR Process & Systems Support plays a critical role in optimising HR operations, enhancing data integrity, and ensuring compliance with regulatory requirements.

	
Key Responsibilities This is not designed to be a list of all tasks undertaken but the main responsibilities (5 to 8 maximum) 

	1. Identify, review and improve HR processes to increase efficiency, enhance user experience and support operational excellence across the HR function.

2. Support the development, enhancement and implementation of HR systems, ensuring solutions meet business requirements and integrate effectively with existing processes.

3. Analyse HR data to identify trends, risks and opportunities, providing insights that inform decision-making and continuous improvement initiatives.

4. Develop, maintain and enhance HR dashboards, reports and management information, ensuring stakeholders have access to accurate and meaningful workforce data.

5. Lead on data quality improvement activities, promoting robust data governance and supporting compliance with GDPR and organisational standards.

6. Support the coordination and delivery of statutory and regulatory reporting, including the annual HESA return, ensuring accuracy and timeliness.

7. Work collaboratively with HR teams and key stakeholders to gather requirements, evaluate system and process issues, and implement effective solutions.

8. Support system testing, upgrades and change initiatives, including process mapping, user acceptance testing, training materials and implementation activities.

N.B. The above list is not exhaustive.

	Role Scope and Impact This is a summary of the post holder’s role in delivering outcomes, making decisions, and the complexity of problem-solving involved in the role.

	
1. Accountability: 

The postholder will work proactively and independently, using their judgement and specialist expertise to support, enhance and improve HR systems and processes. They will play a key role in the management and development of HR systems, undertaking second-line support activities, diagnosing and resolving complex system issues, producing user guidance, and delivering data-led improvements. Working with a diverse range of stakeholders across the University, including departmental administrators, HR colleagues and senior managers, the postholder will contribute to system enhancement, reporting, data quality and continuous improvement initiatives, escalating matters to the Process & Systems Improvement Lead where appropriate.

2. Problem solving: 
The postholder will operate with minimal day-to-day supervision, managing their own workload and priorities within established guidelines to ensure deadlines and objectives are met. They will be expected to use their knowledge, experience and judgement to investigate and resolve system, process and data-related issues, applying established policies and procedures where appropriate. For more complex challenges, the postholder will exercise initiative to identify solutions, evaluate options and make recommendations to the Process & Systems Improvement Lead to support effective decision-making and continuous improvement.


	Supplementary Information 

The postholder has no direct line management responsibility but will provide guidance, training and knowledge sharing to HR system users and colleagues, promoting best practice and effective use of systems. They will work closely with stakeholders across HR, Payroll, Pensions, Finance, Strategic Planning and IT Services, as well as external suppliers and sector contacts, to support system development and issue resolution. The role is responsible for producing workforce analysis, management information and data insights for senior leaders, while also supporting a large and diverse user community through the effective delivery of HR systems services. The postholder has no budgetary responsibility.


	Person Specification This section describes the knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	

	Degree, HND, NVQ 4 qualified or equivalent in relevant subject/relevant formal training, plus a number of years experience in similar or related roles
Or:
Significant vocational experience demonstrating development through involvement in a series of progressively more demanding relevant work/roles and the acquisition of appropriate professional or specialist knowledge.
	E

	


Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the Competency Framework for clarification where needed and the Job Matching Guidance). 
Level 1: basic level of understanding/experience and can apply it with guidance.
Level 2: good level of understanding/experience and can apply it with little or no guidance.
Level 3: expert level of understanding/experience and can apply, develop it and guide others.
	Essential/
Desirable
	Level
1-3


	Operational knowledge and understanding of HR systems, work practices, processes and procedures
	D
	1

	Knowledge and understanding of the work practices, processes and procedures relevant to the role, which may include broader sector/commercial awareness.
	E
	2

	Strong operational knowledge of Systems including any additional software in use, relevant to own field of work in terms of functionality, capability and development.
	E
	2

	Strong use of PivotTables, XLOOKUP/INDEX-MATCH, conditional logic, data validation, macros where appropriate to enable the ability to manipulate and analyse data

	E
	3

	Strong computer skills (specifically Power BI - Building interactive dashboards, using DAX and data models, and presenting metrics in a clear, decision-useful format.)

	E
	3

	Experience in process or continuous improvement practices or methodologies
	E
	2

	Proven communications and interpersonal skills
	E
	2

	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). n/a (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level
1-3

	Communication
Adaptability and Flexibility
Customer, Client service and support
Planning and Organising
Continuous Improvement
Problem Solving and Decision Making Skills
Managing and Developing Performance
Creative and Analytical Thinking
Influencing, Persuasion and Negotiation Skills
Strategic Thinking and Leadership
	2
2
2
2
2
2
NA
2
2
NA

	This Job Purpose outlines the core activities of the role. As the Department/Faculty and the post holder evolve, the duties and focus of the role may change. The University expects the post holder to adopt a flexible approach to work, including undertaking relevant training when necessary. If significant changes to the Job Purpose are required, the post holder will be consulted, and the changes will be reflected in a revised Job Purpose.
All staff are expected to:
· Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.
· Work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Follow University/departmental policies and working practices in ensuring that no breaches of information security result from their actions.
· Contribute towards broader university initiatives that have a positive impact on student experience, recruitment and campus operations. This may include participation in cross-functional activities such as open days, confirmation and clearing, welcome week, graduation. 
· Ensure they are aware of and abide by all relevant University Regulations and Policies relevant to the role.
· Undertake such other duties within the scope of the post as may be requested by your Manager.
· Work supportively with colleagues, operating in a collegiate manner at all times.
[bookmark: _Hlk202954986]Help maintain a safe working environment by:
· All staff have a statutory responsibility to take reasonable care of themselves and others and to prevent harm by their acts or omissions. All staff are, therefore, required to adhere to the University’s Our Safety Policy Statement and associated Procedures. 


	Organisational/Departmental Information & Key Relationships

	Background Information 
The Human Resources team is committed to providing an efficient, effective and supportive service to the University community with the aim of creating a positive employee experience for everyone at Surrey. Our vision is to create an environment where people can achieve their ambitions and potential and deliver academic excellence.


	Department Structure Chart 




Process and Systems Improvement Lead


HR Process and Systems Advisor 


Associate Director (People Services)


HR Process and System Support
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