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Overview

The Human Resources Information Systems Specialist is responsible for the development and documentation of automated systems to facilitate the management of data pertaining to all THE ORGANISATION employees. This position will also be responsible for on-going support of SAP and VIP Human Resource Management System (HRMS).

Reporting to the Human Resources Manager / Director, the Human Resources Systems Specialist is responsible for supporting the automated HR systems activities of the department, including testing system upgrades and changes and creating specialised reports. The incumbent will also support payroll, pension and benefits, recruitment, salary administration and employment equity, and the provision of statistical data for internal and external requirements administration activities and other special projects which facilitate improved functioning of the Human Resources Department.

Analyze, maintain and troubleshoot human resource information systems and other human resources computer applications and systems. Design, develop and modify human resources information reports to suit organisational needs. 

Support HR systems and technology-related initiatives and provide requested reports and data for organisation with the objective to ensure human resources processes are timeous, accurate, efficient and effective.
Perform related duties and responsibilities as required.
(1) 
Systems Maintenance

· Maintain accuracy, consistency and security of information within the HR systems; resolve process failure errors in order to ensure efficient and smooth human resources processes.
· Providing expert advise on the development and implementation strategies related to Human Resources Information Systems (HRIS); 

· Examining and verifying employee information processed by automated human resources systems; 

· Compiling statistical information and preparing reports related to payroll, recruiting, position classification, compensation, training, equal opportunity employment, or affirmative action utilizing HRIS; 

· Providing assistance with HRIS network maintenance by adding or deleting users and retaining system security; 

· Troubleshooting user technical problems and providing training.

· To serve as a functional and reporting expert to the Human Resources Department in matters relating to the HRMS system and data integrity, solving systems-related problems and defining requirements for necessary changes. 

· To provide on-going support of the SAP and VIP Human Resource Management System (HRMS) in the capacity of Systems Administrator. 

· To provide systems support for the salary increase programmes. 

· To assist the Human Resources department’s special and on-going projects by providing systems, administrative and research support. 

· To liaise with internal and external departments/agencies to ensure data integrity, accurate reporting and best business practices

· Responsibilities include analysis and resolution of problems keeping in mind best business practices, ensuring smooth implementation of updated versions, testing of changes, current documentation and identifying and assisting in the systems training for Human Resources staff members.  

· Maintenance of foundation tables and security of the system from the user perspective, which involves set up and assignment of user profiles .

· Act as the first entry point supplier liaison manager between the client and its Human Resource systems providers, internal and external, ensuring Data Protection requirements are complied with and monitored.

· Extracting and analysing data from Human Resource systems, database administration in a multi-user client and server environment and implementing IT related service enhancements.

· Participates in technical analysis and issue resolution of HRIS system problem and data issues.

· Participates in design, planning, documentation, and implementation of process optimization.

· Coordinates activities with other IT areas to ensure successful integration and implementation.

(2) 
Information Accessibility

· Audit system and produce reports in order to ensure no violation of HR systems access as well as to ensure data integrity and accuracy across various HR systems
· Design, development and timely production of all people management reporting to a high standard of quality and data integrity with the aim of contributing to improving organisational efficiency, resource allocation, workforce planning and to inform strategic and operational decision making on all aspects of people management policy development and practice.

· Checks weekly system audit reports and ensures that follow up action is taken. 

(3) 
End-User Application Support

· Prepare documentation on HR Systems to ensure HR end-users have access to proper job aids on relevant systems 

· Conduct and coordinate HR user training on HR systems to ensure that HR end-users have the knowledge to use the systems correctly and efficiently 
· Troubleshoot daily application problems, respond to “how-to” application issues raised by end-users 

· Produce reports on employee information and trends in order to ensure information needs are met and HR end-users have the knowledge to use the system properly to contribute strategically to the business

· Ensure personnel and THE ORGANISATION data protection requirements are complied with and monitored.

· In consultation with Human Resources Manager / Director determines user access levels and passwords. 

(4)
Training
· Creates training and end user documentation and provides both formal and informal training to HR and business end users.

· Trains authorized users to maintain the system data in a precise and accurate manner.
(5)
Vendors and Suppliers

· Assessment of upgrades, addition of new modules and the impact of related information systems within THE ORGANISATION
· Creates functional specifications for non-standard requirements and works closely with third party vendors to test, refine, and validate custom programmes.
· Attend and participate in professional group meetings; stay abreast of new developments in the field of human resource information systems.
(6)
Benefits Administration

· Acts as a systems consultant to the HR, Payroll, and Accounting functions.
· Gathers requirements from key end users and translates them into an effective system design, while considering organisational impact.
· Configures and tests the following SAP modules: Benefits Administration, E-Recruiting, Employee Self-Service, Manager Self-Service, Organisational Management, Payroll Administration, Personnel Administration, Personnel Development, and Time Management.
· Configures and tests the following VIP modules: _______________ [edit]

· Will develop custom reports and queries, support ongoing audits and oversee data integrity associated with system. 
· Conduct business needs analysis, establish systems “best practices”, documents system processes and maintain core tables and records for system access. 
· Writes functional specifications, conducts system testing and supports system upgrades. 
General Skills

· Knowledge of query report writer tools when preparing reports and queries on a range of complex issues.
· Standard MS Office tools including word processing, and spreadsheet software, together with knowledge of database fundamentals and strong knowledge and demonstrated use of HR systems 

Additional Task Listing (for possible inclusion in job description)

This is a generic list of tasks which may be included.

1. Overviews flow of HR-related information including data entry, retrieval and generation of standard and ad hoc reports. 

2. Manages data integrity and maintains the internal company system for values, codes, tables, security and backup files. 

3. Serves as liason with the MIS department on technical matters and equipment maintenance. 

4. Coordinates interface with other internal systems such as payroll, time and attendance, pension and benefits. 

5. Serves as liason with third-party vendors for data transmission and changes in benefit plans. 

6. Conducts training for end users and other mangers as needed. 
7. Provides one-on-one training and guidance for applicable staff. 

8. Recommends system improvements and additional applications to improve efficiency of the human resource department. 
9. Identify and resolve information systems or software problems within Human Resource Management Systems (HRMS)
10. Recommend upgrades to existing Human Resource Management Systems (HRMS)
11. Evaluate and assess client needs and recommend solutions
12. Coordinate and conduct software application training for personnel/department staff
13. Troubleshoot various software problems
14. Design and conduct training in operation and use of various financial system software programmes

15. Coordinate and conduct user training, education and problem solving sessions
16. Prepare clear and concise reports
17. Recommend goals and objectives for providing user services
18. Identify and resolve information systems or software problems
19. Analyze data and make recommendations
20. Evaluate and assess client needs and recommend solutions
21. Implement new systems and procedures
22. Communicate clearly and concisely, both orally and in writing
23. Assemble and present data that is in compliance with established guidelines
24. Establish and maintain effective working relationships with those contacted in the course of work
25. Maintain mental capacity which allows the capability of making sound decisions and demonstrating intellectual capabilities
26. Maintain physical condition appropriate to the performance of assigned duties and responsibilities
27. Maintain effective audio-visual discrimination and perception needed for making observations, communicating with others, reading, writing and operating assigned equipment
28. Provide technical support for various financial and Human Resources Management Systems (HRMS) software programmes utilized by the organisation .
29. May act as the primary contact for issues related to PC hardware and software for assigned division personnel. 
30. Design and conduct training in operation and use of various financial and or HRMS system software programmes; coordinate personal computer training for applicable personnel.
31. Respond to user inquiries; troubleshoot various software problems; document and maintain appropriate user manuals.
32. Participate in the implementation, upgrading, testing and training of new computer systems.
33. Host and participate in user-group forums for the dissemination and exchange of ideas for all aspects of financial and/or human resources system users.
34. Maintain records and develop reports concerning new or ongoing programmes effectiveness; prepare and present project progress reports. 
35. Performs problem resolution and provides support for computer/network systems. 
36. Analyze current operational procedures; identify problems and analyze specific input and output requirements such as forms of data input, how data is to be summarized and formats for reports. 
37. 10. Prepare technical reports, memoranda and procedural instructions related to Human Resources Management Systems.
Knowledge of:
· Operational characteristics of Human Resource Management Systems (HRMS)
· Principles and practices of computer science and information systems
· Knowledge of Reportnet, Access and/or other reporting tools
· Operational characteristics of installation, troubleshooting and maintenance of information systems
· Operational characteristics of applicable financial software and computerized accounting systems
· Principles and practices of software troubleshooting
· Methods and techniques of software application training
· Methods and techniques of providing user assistance
· Generally Accepted Accounting Principals
· Governmental Accounting Standards Auditing and Financial Reporting
Excellent IT skills including proven:
· Advanced word processing 

· Presentation and spreadsheet skills is a must 

· As is advanced database design and report writing Experience of training users to use new systems and writing training guidelines for users. 

Competencies

· Excellent interpersonal skills
· Ability to build effective, collaborative working relationships
· Strong organisational skills with the ability to multi-task
· Exceptional customer service orientation
· Proactive, results driven
· High degree of personal and technical communication skills 

· High level of confidentiality in handling employee information
Provides functional expertise and HR Systems support in the use and applications of systems technology by participating in projects, teams and meetings and representing the department on technology and business improvement projects. Leads procedural and systems reviews and writes business case submissions. Provides systems support and analytical services to customers by preparing reports and queries on a range of complex issues.  
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