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HR and Payroll System Project Officer 
[bookmark: _Hlk524339911]
Job Description

	1. POST DETAILS

	Division:
	Resources

	Business Centre:
	Digital

	Post Number:
	TBC

	Working Hours:
	37

	Grade:
	10

	Work Base:
	Civic Centre

	Prepared by:

Agreed by:                            

	Stephen Bowen, Head of Digital Innovation 


	Date:
	March 2023 

	2. ORGANISATIONAL RELATIONSHIPS


Reports to: 			Head of Digital Innovation
Deputising Responsibility:	N/A
Directly Supervises:		N/A
Indirectly Supervises:	N/A

	3. JOB PURPOSE 

The HR and Payroll System Project Officer is an integral role within the Council’s Digital Transformation Programme, specifically working on the design and implementation of the new integrated HR and Payroll system. 

Responsible for working in the project team to support all areas of project delivery including solution design requirements, configuration and build of case management forms and workflows, user acceptance testing and the launch of system functionality and reporting to the Head of Digital Innovation. 

Strong project management and governance are required to facilitate the co-ordination and delivery of the system implementation project. 



4.  MAIN DUTIES OF THE POST

i.) Responsible for working closely with the HR and Payroll teams to design, implement and manage operational processes within the Council’s new HR and Payroll solution. 
ii.) Analyse business requirements to agree detailed functional and technical specifications for system and module design, drawing on input from, and working closely with, specialist colleagues from our HR and Payroll teams. 
iii.) [bookmark: _Hlk27990684]Lead on workstreams within the HR and Payroll system implementation. Undertaking the direct technical design, testing, implementation and support of particular aspects and work packages.
iv.) Provide support and guidance to HR and Payroll staff on the implementation of the project and the various elements of the project.
v.) Assist the project team with stakeholder engagement and communication as appropriate.
vi.) Monitor the delivery from suppliers to ensure contract compliance when installing and supporting new modules and functionality. 
vii.) Work closely with colleagues in the Project Management Office to ensure project delivery standards and governance is met. 
viii.) Ensure system developments and data reports are tested to ensure accuracy before release. 
ix.) Support the development of system configuration documentation including process maps, user guides and standard operating procedures to be used by the HR and Payroll teams. 
x.) Create and review processes and relevant documentation such as training materials and process mapping to enable improvement and clarity in working practices.
xi.) Provide expert knowledge of the systems and business processes to ensure seamless delivery.
xii.) Communicate and engage with stakeholders with complex technology issues to multi-disciplinary groups of staff and stakeholders. This will involve presenting complex technical or theoretical information in an easily understandable manner. 
xiii.) Identify opportunities for change and improvement as a result of new functionality and automation. 
xiv.) Recommend new ways of working to best utilise the benefits of the system whilst maintaining the integrity and professional requirements of the individual services (including segregation of duties).
xv.) Responsible for conducting testing and acceptance of test scripts including parallel runs in accordance with the implementation and changes to the system. 
xvi.) Work collaboratively across the team to manage simple project work, assisting with resource planning and monitoring project delivery. 

	The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised job description and, where appropriate, result in a re-evaluation of the grade of the post. 
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Person specification

	[bookmark: _Hlk524356938]Essential
	How
assessed
	Desirable
	How
assessed

	Education & training
	A.F
	Int
	
	A.F
	Int

	
	
	
	
	
	

	Good standard of general education including three GCSE (grade C or above) or equivalent including Maths and English and 
relevant industry experience. 

Good relevant technical knowledge and application in an IT environment. 
	







	







	Educated to Degree 

Project Management Qualification 

Business Analysis Qualification 
	





	

	
	
	
	
	
	

	Experience & knowledge
Previous experience of assisting teams to implement new IT systems
	
	



		




	Previous experience of assisting HR/Payroll teams to implement a new HR/Payroll system in a similar role
	

	


	An understanding and knowledge of Payroll or HR processes

Knowledge of software systems, modules, and processes 

An understanding and application of working within and configuring software systems

Experience of ensuring strong project governance and product release within an IT environment 

An understanding, and the ability to apply project management and business process re-engineering principles and techniques 

Experience of supporting the migration of system data through analysis, data cleaning and testing 

Experience of updating project documentation including project plans, action and decision logs and risks and issue logs

Ability to review, analyse and manipulate data using Microsoft Excel and other tools

Experience of data cleansing large complex data sets from disparate systems  

Ability to co-ordinate and support the facilitation of workshops and project meetings 

Ability to collate and feedback on system testing results

Ability to set up and manage project calendars for annual leave, project meetings and key milestones

Experience of working with stakeholders across all levels of the organisation, to use their knowledge and feedback to improve services

Experience of working with external partners, key agencies and other stakeholders to delivery business requirements

		


	

	


	



	




	



	





	





	






	







	






	





	




	






	





	





		


	

	


	



	




	




	




	




	










	

	




	



	



	





	


	


	








	



	
Local Government – preferably service transformation

Public facing digital transformation projects

Assess services giving constructive feedback


	









	










	Personal qualities/personality

Highly motivated / self-starter

Team player

Flexible and responsive

Supportive, calm and patient

Good Interpersonal skills

Prioritisation skills

Problem solving skills

Communication skills – verbal and written

Able to work flexibly and adapt quickly to changing circumstances. 

		
	

	
	

	
	

	

	

	

	

	
	

	

	

	
	











		

	

	




	




	

	

	









	
	
	

	Skills
	
	
	
	
	

	
	
	
	
	
	

	Establishing strong, project governance and product release within a digital/IT environment

Experience of producing and/or contributing to a range of documentation that may include presentations, briefings, business cases, contracts

	








	








	Know how to remove complexity from processes and services 

Experience deploying digital solutions
	

	


	Ability to effectively communicate

Ability to learn new technologies quickly

To manage workloads effectively to prioritise demands and meet deadlines

Ability to communicate technical complexity to non-technical audience

Ability to work as part of a team
	















	












	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Career Objectives
	
	
	
	
	

	
Willingness to undertake relevant training

	
	

	
	
	

	Special Requirements

Ability to work flexibly and occasional out of hours
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