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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	People Systems and Data Analytics Officer (Joint role)


	Service:
	Democracy, Law & People


	Team:
	People & OD


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and,
Millmead House, Guildford, Surrey, GU2 4BB


	Reporting to:
	People Systems and Data Manager


	Responsible for:

Banding:
	n/a


Indicative band 7 (joint salary scale)

	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.

	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
[image: ]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
[image: ]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service; we know our local areas and understand the communities we serve. We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	To support the maintenance and development of the HR Information Systems (iTrent and Business World) and ensure the accuracy and accessibility of workforce data across Guildford and Waverley Borough Councils. 
To provide technical and administrative support for People reporting, workforce data and systems administration, helping to ensure that People & OD services are data-informed, efficient, and compliant.
This is a key role supporting digital transformation within the function and helping embed a culture of continuous improvement through system and data-led insight.


	Main duties and accountabilities

	HR System Administration
Support the development and rollout of self-service features, workflow automation, and module configurations.
· Troubleshoot user issues and liaise with IT or the system provider as needed to resolve errors.
· Support User Acceptance Testing (UAT) and documentation for system upgrades or process changes.

Workforce Data Integrity
· Ensure workforce data is accurate, complete, and up-to-date through routine audits and validations.
· Monitor data inputs across the HR system and flag inconsistencies to the People Systems Manager or People/OD teams.
· Work with People and OD colleagues to ensure alignment of key data sets (e.g. job data, post hierarchies, contractual details).
· Assist in the maintenance of the organisation’s structure within the HR/Payroll system and reflect changes due to restructures or reorganisations.

Reporting & Analytics
Generate standard and ad hoc People & OD reports, including headcount, absence, turnover, and equality monitoring.
Support the Operational Teams in reporting on compliance – for example, Right to Work, DBS, FTC etc
· Prepare data sets to support statutory returns such as Gender Pay Gap and FOI responses.
· Produce dashboards and visual reports under the direction of the People Systems Manager to inform strategic decision making.
· Maintain a reporting calendar and log for regular data outputs and compliance reports.

Compliance & Security
· Ensure all People data handling complies with GDPR and internal data retention policies.
· Support internal audits by preparing required system or data extracts and clarifying processes.
· Support the maintenance of audit trails and version control for data uploads, corrections and report runs.

Customer Support & Documentation
· Provide basic training and guidance to HR system users on the HR/Payroll systems features and reporting tools.
· Maintain and update user manuals, quick guides, and FAQs for system navigation and self-service use.
· Respond to internal queries regarding reports, system access, and data corrections.

Service Improvement
· Contribute to system improvement initiatives by identifying recurring issues and process inefficiencies.
· Support project work, such as new module implementations, integrations, or policy-led changes.
· Participate in team meetings, feedback exercises, and process mapping activities.


	

Dimensions of the role

	This post supports the effective use, accuracy and development of the HR Information Systems and contributes to statutory and internal workforce reporting. It ensures clean data, supports users, and provides technical and administrative assistance in reporting, UAT and system maintenance. The post plays a key role in ensuring that workforce information is timely, reliable and compliant.


	Customers and Contacts

	Internal
People & OD colleagues
Line managers and system users across both councils

External
System providers
External auditors


	Additional Notes:

	All work performed and duties undertaken must be carried out in accordance with relevant Council and Service policies and procedures, within legislation and with regard to the needs of our customers and diverse communities we serve.
This document sets out the main dimensions of the job it describes. It does not define all individual tasks, which may be expected to change from time to time to meet operational needs.
You will be expected to be flexible in your duties and carry out any duties commensurate with the grade and falling within the general scope of the job, as requested by your line manager.


	Health and Safety / Risk Management

	Ensure that all aspects of the Councils’ Health and Safety Policies and Procedures are adhered to.
Be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of corporate and service objectives. 
Adhere to the relevant Councils’ constitution.
Champion Safeguarding policy and practice.



	Service/Team Structure

	Joint Assistant Director of People and OD


Head of People Operations


People Systems and Data Manager 

Organisational Development and L&D Manager
Resourcing team 
Pay and Reward team 
Partnering team 


People Systems and Data Officer 



People Administrators 




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Experience supporting an HR/payroll system
	A / I
	Experience supporting iTrent / Business World
	A / I

	
	Expertise in data management, validation and reporting 
	A / I
	Experience of reporting tools
	A / I

	Knowledge / Skills

	Strong Excel skills, including formulas and data tools
	A / I
	
	

	
	Ability to produce People reports and dashboards
	A / I
	
	

	
	High attention to detail and accuracy in data handling 
	A / I
	
	

	
	Knowledge of GDPR and data governance in an HR context
	A / I
	
	

	
	Ability to deal with confidential and sensitive information with discretion and professionalism
	A / I
	
	

	
	Ability to manage time and work to multiple deadlines
	
	
	

	
	Excellent communication skills both written and verbal
	
	
	

	
	Able to work collaboratively with other service areas and build alliances and long and short-term partnerships
	A / I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*
	
	
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






	
For Official Use only

	Job title:
	   People Systems and Data Officer
	Post no:
	

	Service:
	   Democracy, Law & People
	JE score:
	

	Team:
	   People & OD
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
And
Millmead House
Guildford
Surrey GU2 4BB
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	Level 2
	

	
	Customer Service:
	Level 2
	

	
	Team Working:
	Level 2
	

	
	Managing Self and Others:
	Level 2
	

	
	Can do approach/Results:
	Level 2
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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