
JOB DESCRIPTION 

HR Management Information & Reporting Systems Assistant 

June 2018 - page 1 of 6 -

Details 

Job Title: HR Management Information & Reporting Systems Assistant 

Department: Human Resources 

Job Reports To: HR Management Information & Reporting Systems Manager 

Location: Luton 

Post Number: BEDS1720 

Pay Point: Grade 4 £20,088 per annum 

Context 

To be responsible for the HRIS related administration, working proactively with the HR Management Information 
& Reporting Systems Manager (HR MI & RS Manager) to deliver a quality HR service in the HRIS area. The 
post holder will advise and guide internal stakeholders on process, procedure, practices and policy relating to 
HR & IS matters.  

The post-holder will be accountable for all administration relating to the employment lifecycle of employees 
using the HRIS. The post holder will engage with stakeholder groups along with generalist and transactional HR 
colleagues to provide advice on HRIS. The post holder willl manage and take accountability for the effective 
utilisation of the HR MI system (Midland iTrent) internal and external to the HR department, exploiting its 
capabilities and ensuring its successful utilisation by the HR Team and all other internal stakeholders. The post 
holder is required to assist the HR MI & RS Manager in proactively engaging with all stakeholders, through training 
and coaching, to embed the HR MI system as a robust people management tool. The post holder would be 
required to actively support the HR MI & RS Manager in providing the HR Team (at an Assistant level), with 
expertise relating to ICT including software; contributing to and providing guidance on the development of 
University policy and procedure as deemed appropriate. 

Key Elements (please tick as appropriate) 

1. This post has MANAGEMENT RESPONSIBILITY YES NO x 

2. This job requires SAFEGUARDING YES NO x 

3. This is a KEY POST (i.e. must have nominated deputy) YES NO x 

Principal Accountabilities 

1. Support HR colleagues, and internal users of the iTrent system, providing advice and solving
problems as required. Escalate non-standard queries to the HR MI & RS Manager as required.

2. Advise and guide other team members on the functionality of iTrent.

3. Work with the HR Assistants to ensure that evidence of eligibility to work in the UK is received for
all new starters prior to commencement of employment and alerts are set up on iTrent for when
visas expire.

4. Run and provide routine reports from iTrent using BOXI etc to senior managers and HR team
members as directed by the HR MI & RS Manager.

5. Working with the HR Assistants, maintain the HR (iTrent) to ensure employee details are kept up
to date as necessary.

6. Liaising with HR Advisors and Assistants to calculate staff annual leave entitlement and deal with
queries relating to this. Provide advice staff going on maternity, adoption or paternity leave about
their annual leave entitlements as it relates to the ESS on iTrent. Ensure Company complies with
statutory responsibilities and notify payroll as required.
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7. To assist the HR MI & RS Manager in contributing to the development, implementation and review of
effective HR administration systems (i.e. electronic and manual) to provide managers with relevant
scheduled and unscheduled information and support.

8. To assist the HR MI & RS Manager in collating and prepare returns to internal and external parties (e.g.
Government Departments and other agencies), such as that for Higher Education Statistical Agency
(HESA), working collaboratively with stakeholders to submit such returns in a timely and professional
manner. This includes FOI requests and similar returns as demanded of HR.

9. Assist with ensuring that data is kept up-to-date, completing data checks and updates as directed.

10. Carry out iTrent data audit checks and liaise with HR staff, managers and relevant bodies to obtain
relevant data, ensuring iTrent is updated appropriately.

11. Support the HR MI & RS Manager to undertake regular audits of information entered into the iTrent
system to ensure data quality, integrity, completeness and accuracy of information held against staff
records/assignments.

12. Undertake corrective action in a timely manner for any errors found as a result of data quality audits.

13. Administer iTrent HR MI system ensuring that the organisational hierarchy reflects the University
management structure.

14. Ensure that the HR shared drive is maintained, easily navigable and contains data in line with
organisational and legislative requirements.

15. Assist the HR MI & RS Manager in the provision of regular management information and data on all
aspects of the recruitment and employment lifecycle to HR and organisational senior managers as
appropriate.

16. Assist the HR MI & RS Manager with testing of HR software during upgrades and changes to
functionality.

17. Actively seek to improve knowledge of iTrent, keeping up-to-date with new functionality.

18. Amend or end access promptly for users as directed where responsibilities change or end.

19. Assist with reviews of HR processes, highlighting opportunities for improvements and automation.

20. To be willing to assist other HR Assistants to complete work during periods of peak demand.

21. To undertake any other duties, tasks or projects as may be reasonably expected by the HR MI & RS
Manager.
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HERA Competencies 

COMMUNICATION 

The Role Holder communicates with staff and the public about basic subjects that require little further 
explanation.  In addition, the Role Holder may also be required to receive, understand and convey information 
that needs more careful explanation or interpretation for others. 

For example, giving directions, information on course timings, responding to basic written queries.  Additional 
examples might include advising on the utilisation of the HR MI system; other related University policies and 
procedures;; etc. 

TEAM WORK AND MOTIVATION 

The Role Holder is part of a team and is expected to contribute to the teams overall effort. 

LIAISON AND NETWORKING 

The Role Holder is required to liaise with people using existing procedures.  They are also required to pass on 
information to others, as requested.  The role holder may also be required to participate in networks within the 
institution or externally in order to pass on information promptly; keep people informed to ensure co-ordination 
of effort and that work is done effectively. 

SERVICE DELIVERY 

The role holder is required to deal with internal or external contacts who ask for service or require information; 
create a positive image of the institution by being responsive and prompt in responding to requests and 
referring the user to the right person if necessary. Contact is usually initiated by the customer and typically 
involves routine tasks with set standards or procedures.  

The Role Holder normally only responds to requests and would occasionally investigates user requirements.  
The Role Holder may have no specific time constraints placed upon them to respond to requests, which are 
likely to be basic in their nature.  The Role Holder would be ensuring that the University is held in a positive light 
by those to which the Role Holder is providing a service. 

DECISION MAKING PROCESSES 

The Role Holders own decisions have a minor impact on the University. 

For example, standard day to day decisions, how best to undertake basic task without referral to a line manager 
etc. 

PLANNING AND ORGANISING RESOURCES 

The Role Holder is required to organise and prioritise their tasks to a given work plan within allocated 
resources. 

For example, all work is handed to the Role Holder by the manager and the Role Holder is then required to 
manage their own schedule. 

INITIATIVE AND PROBLEM SOLVING 

The role holder is required to solve standard day to day problems as they arise; choose between a limited 
number of options which have clear consequences, by following guidelines or referring to what has been done 
before; recognise when a problem should be referred to others.  

For example, how best to resolve the most basic of problems, anything more, being passed to the line 
manager. 

ANALYSIS AND RESEARCH 

The Role Holder is required to establish the basic facts in situations which require further investigation and 
inform others if necessary.  

For example, logging of IT or Health and Safety problems with the help desk. 

SENSORY AND PHYSICAL DEMANDS 

The Role Holder is required to complete basic tasks which either would require either a minimum of instruction 
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or light, if any, physical effort 

For example, working at a standard computer which would include lifting and carrying items such as folders etc 
on a regular basis. 

WORK ENVIRONMENT 

The Role Holder is required to work in an environment which is relatively stable and has little impact on the role 
holder or the way in which work is completed.  

For example, a stable office environment. 

PASTORAL CARE AND WELFARE 

The Role Holder is required to show sensitivity to those who may need help or, in extreme cases, are showing 
signs of obvious distress; initiate appropriate action by involving relevant people.  

For example, basic low level understanding of staff who are disgruntled.  The Role Holder will be aware of when 
situations are more serious and will then involve appropriately skilled people. 

TEAM DEVELOPMENT 

The role holder is required to advise or guide staff working in the same role or unit on standard information or 
procedures. 

KNOWLEDGE AND EXPERIENCE 

The role holder is required to apply working knowledge of theory and practice, sharing this knowledge with 
others as appropriate; demonstrate continuous specialist development by acquiring relevant skills and 
competencies. 
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Person Specification 

Essential Criteria Desirable Criteria Evidence 

(Indicate were evidence will be 
assessed from ) 

Qualifications 
 A degree in IT or equivalent and/or a relevant HR

qualification (e.g. CIPD) would be desirable.
 Application Form

Knowledge 
 Knowledge of the key stages of the recruitment cycle;

 Knowledge of HR/IT practices, policies and procedures.

 Practical knowledge of operations of
a recruitment team.

 Application Form

 Presentation / Assessment

 Interview

Experience 
 Experience of using ICT (MS Word, email and Excel etc);

 Experience of working within an administrative function;

 Experience of administering IT systems in public or private
sector environment.

 Experience of working in the Higher
Education Sector;

 Experience of using an HR MI
system;

 Experience of advising staff and
managers on HR/payroll integrated
systems and / or related practices.

 Application Form

 Presentation / Assessment

 Interview

Skills/abilities/co

mpetencies 

 Excellent verbal and numerical reasoning skills;

 Excellent written and verbal communication skills;

 Demonstrable accuracy skills and attention to detail;

 A well developed sense of diplomacy and tact;

 Good interpersonal skills;

 A high level of ICT skills and an ability to learn new
software packages quickly;

 The ability to prioritise workloads and meet deadlines
(organisational skills);

 The ability to take the initiative;

 The ability to work under pressure and meet tight
deadlines.

 Application Form

 Presentation / Assessment

 Interview

Personal 

Attributes 

 Attention to detail and evidence of precision with outputs;

 Proactivity to customer requirements and needs;

 Credibility and trust;

 Taking accountability and ownership.

 Application Form

 Presentation

 Interview
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Equality Statement 

The University of Bedfordshire is fully committed to the principles of equality in all its actions.  Members of the Un iversity’s 

community are expected to respect and value individuality, differences and diversity; and work with others in an inclusive 

and consultative manner. A commitment to equality of opportunity for all individuals irrespective of their age, belief, 

disability, gender, race, religion or sexual orientation is at the core of what we do and members of the community must 

actively promote a positive non-discriminatory work and learning environment for fellow staff and students. Employees 

should demonstrate an understanding of the University’s commitments to equality and diversity as an integral part of the 

university’s core values and be able to identify and challenge discrimination, harassment, prejudice and inappropriate 

behaviour.  

Health & Safety Statement 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the University’s 

Health and Safety (H & S) at Work Policy. They should take reasonable care for their own H & S and that of others who 

may be affected by what they do or do not do. Staff should correctly use work items provided by the University, including 

personal protective equipment in accordance with training or instructions. 

Environmental Statement 

Employees must make proper use of any equipment and systems of work provided and take all reasonable steps to ensure 

that control measures are properly used. Employees must work with their Line Managers to ensure that an inventory is 

retained of all hazardous substances in the office that could be released into the environment. Employees are expected to 

identify operations that use significant amounts of energy, with a view to reducing consumption. This includes identifying 

operations that use resources, such as paper, and review the need for the current level of consumption, identifying savings 

where possible. Employees are expected to identify waste streams with a view to recycling and reuse, minimising office 

energy use in heating and lighting.  

Briefing 

Note: the content of this Job Description does not preclude other work required by the faculty department. Details 

of accountabilities will be discussed at annual reviews. 

Date Job Description issued to, discussed with and understood by Post Holder  -----------------------------------------------------------  

Name of Post Holder:  ----------------------------------------------------------------------------  Signature:  -------------------------------------------  
(I confirm I have been briefed on the requirements of this Job Description and other related documents) 

Name of immediate Line manager:  ----------------------------------------------------------  Signature:  -------------------------------------------  

(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related documents) 

Nominated Deputies (if applicable) 

As a KEY POST at least one nominated deputy must be identified.  The Job Holder must confirm that the Nominated 
Deputy(ies) receives a copy of,  and is briefed on this Job Description. 

Name of Nominated Deputy:  --------------------------------------------------  Signature:  ---------------------------------  Date:  ----------------  

(As the Nominated Deputy for this post, I confirm I have been briefed on the requirements of this Job) 

If there are more nominated deputies, they should sign further copies of this Job Description. 

Amended by: Dated: Version: 




