


Job description 

Job title: 	People Systems Development Specialist
	
Reports to:	Head of People Services
Department:	People Services
Directorate:	People and Culture

Our vision
A future free from arthritis.

Our mission
We won’t rest until everyone with arthritis has access to the treatments and support they need to live the life they choose with real hope of a cure in the future. 

To deliver our mission we invest in world class research, deliver high quality services and campaign on the issues that matter most to people with arthritis.  We have developed an ambitious five-year strategy, complimented by our research strategy to help us achieve our vision and mission.

Our values 
We are United, Compassionate, Inclusive and Brave in all that we do.

People and Culture Directorate
Our People and Culture directorate delivers all our people related services for our employees, volunteers and involved people. We work together to ensure that Arthritis UK is a great place to work and volunteer and that everyone feels, engaged, motivated, supported, valued, included and able to do their best for people with arthritis.
Job purpose 	
To ensure that we maximise the functionality of our people system (iTrent) and drive streamlining, efficiencies, customer focus and digital transformation across our people processes. 

Main duties	
· Support the scoping, design, configuration and build of system modules, liaising with the key users to develop systems solutions in key areas, e.g. recruitment and onboarding, absence, workflows, approvals, user access and security, correspondence, learning and development. 
· Ensure robust testing of system developments to mitigate risk of failure following go live of new modules, initiatives and processes.
· Troubleshoot and resolve system issues within iTrent liaising with colleagues, consultants and account manager as required.
· Undertake system administration including system upgrades, developing rules for user access and security permissions. 
· Create detailed standard operating procedures, process maps and user guides for internal people services processes.
· Support training and the development of how to guides and videos for the end user aiming to ensure full and effective utilisation of the system.
· Transfer system knowledge and intelligence to colleagues to enable effective and sustainable system management. 
· Embrace, embed and deliver the organisational values, commitments, and culture throughout all activity.
· Ensure all designated training is completed and all activity is delivered in line with organisational policy and practice.
· Embrace a safeguarding culture where everyone has responsibility for the safeguarding and wellbeing of vulnerable adults and children.
· Undertake any other duties as appropriate to the role and organisational requirements.
Key stakeholders and relationships (internal/external)
· People Services and Culture colleagues.
· People managers and employees.
· MHR (software provider) consultants and account manager.

End of job description. Person specification on following page.


Person specification

Experience and knowledge
· Strong technical knowledge of designing, developing and configuring modules and processes within iTrent.
· Experience of workflows, function access, security controls and data governance within iTrent.
· Strong working knowledge of General Data Protection Regulation (GDPR), data governance and control and audit compliance.
· Understanding of human resources processes, compliance and associated legislation. 

Skills
· Excellent communication, stakeholder engagement and liaison.
· Strong attention to detail and commitment to ensuring data quality, accuracy and integrity. 
· Continuous improvement approach accompanied by a can-do attitude and solution focused mindset.
· Strong problem solving and analytical skills. 
· Ability to work independently and to manage competing priorities whilst delivering against targets and deadlines. 
· Confidence to act with autonomy and independence.

Desirable experience, knowledge and skills	
· Proficient in Hyper Text Markup Language (HTML).
· Chartered Institute of Personnel and Development (CIPD) qualification.
· Experience of working in the charity and or health sectors.



Criminal Record Check

Arthritis UK is committed to keeping children, young people and vulnerable adults safe from harm. We will undertake safer recruitment practices and relevant checks applicable for the role. 

This role DOES NOT require a Criminal Record check.

End of person specification.
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