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	[bookmark: _Hlk138085834]JOB DETAILS

	Job Title
	HRIS & Reporting Analyst / Lead / Snr Admin

	Function / Department
	HR-Payroll-Reception

	Location
	Milton Keynes – Hybrid

	Reporting To
	Katie Oliver-Clayson, HRIS & People Admin Manager

	Direct Reports
	None

	Date
	September 2025



	[bookmark: _Hlk138086315]JOB PURPOSE & RESPONSIBILITIES

	Job Purpose:

This role serves as the subject matter expert (SME) for People Systems and Reporting, playing a pivotal role in optimising and maintaining the efficiency of HR technology infrastructure. 

The HRIS & Reporting Analyst supports the HRIS & People Admin Manager by delivering accurate and comprehensive people data reporting, ensuring systems comply with data protection regulations and internal security protocols. The role also stays informed on HR technology trends, regulatory changes, and industry best practices.


	Key Responsibilities/Job Tasks:
Reporting & Data Management
· Develop and maintain dashboards and reporting tools to support stakeholder insights.
· Deliver accurate and timely people data through scheduled and ad-hoc reports.
· Ensure data accuracy and reliability across all our People systems.
· Maintain HR databases with complete and accurate colleague records.
System Administration & Maintenance
· Manage day-to-day administration of People systems, including user access, security, and data integrity.
· Liaise with system vendors to ensure timely updates, patches, and resolution of technical issues.
User Support & Training
· Provide first-line support to HR colleagues and system users, resolving system-related queries.
· Create and maintain user guides and process documentation.
· Deliver training sessions to improve user proficiency and system adoption.
Compliance & Security
· Implement robust data privacy and security measures to safeguard sensitive HR information.
· Ensure systems align with internal security protocols and data protection regulations.
System Implementation & Integration
· Collaborate with People and IT teams to implement new People systems or upgrade existing ones.
· Ensure seamless integration between People systems and other platforms (e.g., payroll, recruitment).
Process Improvement
· Identify and drive process improvements aligned with evolving organisational needs.
· Recommend enhancements to system functionality and reporting capabilities.





The following sections consist mainly of a series of questions related to specific skills/job requirements.  You should focus on the role rather than the individual when considering the most appropriate answer and should base the response on what you consider to be the normal features of the job which are typical of the job and its usual working conditions over the year.

	SKILLS & JOB REQUIREMENTS

	Strategic Responsibility
Please provide details of the level of responsibility the role has for setting strategy: (Please indicate if a role has accountability for setting or inputting into a specific strategy e.g., a Functional Strategy, please confirm if it is Significant)

Not applicable

	Problem solving
Please provide details of how the role resolves problems/issues on a daily basis: e.g. Does the role use straightforward common sense? Does the role make straight forward judgements and is guided by precedents? Does the role evaluate multiple sources of information in complex or novel situations?

The role evaluates multiple sources of information in complex or novel situations

	Decision making
What level of decision making is required of the role and on what decisions does it impact? E.g. there is little requirement for decision making in the role, or role makes decisions within defined procedures, or r, or role makes decisions within broad business guidelines where there are few or no policies available.

The role makes decisions within defined procedures.


	Communication
Please outline the type of communication skills required: e.g. is basic common courtesy required, or regular exchange of factual information, or are influencing or negotiation skills required as an essential requirement of the role?

Regular exchange of factual information.

	Innovation
To what extent does the role contribute to and manage change, e.g., suggest improvements to products/processes or contributes useful ideas or regularly recommends improvements on existing procedures and quality within own area, or develops/adapts new existing processes for increased quality/efficiency or continuously searches for improvements in techniques which add value to the business and has full responsibility and accountability for implementing these.

Suggest improvements to products/processes and contributes useful ideas



Please summarise the levels of minimum education, knowledge, skills and experience this position requires (e.g., if you would be recruiting to fill this position, what aspects of background or knowledge would you expect a successful job applicant to have?)

Note: This may differ from the current job holder’s own skills and experience

	JOB SPECIFICATIONS

	1. Professional Qualification
	Not applicable

	2. Knowledge
	Proven experience (3+ years) in people systems administration or a related role.
Recent experience with Zellis Resource Link people modules is essential.
Experience of a range of HRIS systems and processes.
Proven experience in HR systems administration and implementation.
Proven experience in data reporting.
Strong understanding of HR processes and practices.
Technical proficiency in HRIS, ATS, and other HR-related software.

	3. Skills/Ability
	Strong problem-solving abilities, with a focus on process improvement and efficiency.
Strong analytical skill with proficiency in data reporting tools including excellent Excel skills. 
Good communication and interpersonal skills to effectively collaborate with stakeholders at all levels.
Detail-oriented mindset with the ability to handle sensitive and confidential information with discretion.
Proficiency in people software and Microsoft Office suite.
Ability to manage multiple priorities and deliver to competing deadlines.
Adaptable to change and comfortable working in a dynamic environment.
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