

Job Category: Business Support

Sub Category: Knowledge Expert



JE Code: CA3  


Job Evaluation Analyst – Human Resources 

	Role Profile:
	Analyst 

	Grade:
	Grade 7

	Accountable to:
	Senior Advisor – Human Resources

	Accountable for:
	None


	Role Context and Purpose

	 Operating under the broad direction of a senior member of the HR team the postholder    will be expected to exercise independent judgement and present a credible image to  clients as a knowledgeable and professional Job Evaluation Analyst. 

Using theoretical and practical knowledge of HR practices to undertake job evaluation activity and provide advice and guidance on job evaluation issues. 

Working as part of a team to administer the Job Evaluation service to match new roles requirements to generic role profiles and write additional role profiles as required.  Providing detailed analysis and evaluation of complex information to a range of managers. 

Essential experience of Job Evaluation theory and practice, experience of both the NJC (public sector) and Hay job evaluation schemes is desirable.




	Key Accountabilities

	The specific accountabilities of this flexible role may alter from time to time in order to meet the needs of the client, but accountabilities will include (or be equivalent in nature to) those listed below:

· To deliver a flexible HR information/reporting service to a diverse range of internal and external clients to a high standard. To include: providing bespoke management information in report format as agreed with client and/or to analyse a range of complex information and provide detailed and robust commentary to client explaining what the information shows and courses of action that may need to be considered as a result.

· To take a brief from clients or colleagues and assess the information requirements, determine how the requirements could be met by thinking laterally, liaise with staff/partners in order to develop pragmatic solutions to issues, decide how the information can be most appropriately accessed, reported and monitored and implement solutions to agreed timescales, e.g. production of workforce planning information sets to support Business Partners in developing workforce planning for Directorates, or evaluating a range of new roles against generic profiles and agreeing an approach with a client manager.

· To communicate with and develop good working relationships with managers, partners, members of the public and colleagues on a range of management information issues, in the delivery of a HR service.

· To advise users/clients on business processes and/or HR practice, interpret and resolve issues using initiative and discretion where this falls outside of defined rules/parameters. This will include persuading clients to agree to courses of action or timeframes.
· To produce range of articulate and accurate documents as required by the business need including: reports, statistical information, presentations, role profiles, technical specification, test scripts, making appropriate and robust conclusions and recommendations.

· To contribute to process/event reviews and participate in projects as required, such as working with others in order to achieve solutions which ensure optimum use of available information and technology and to contribute to end user training and development as appropriate.

· To share knowledge, skills and experience with colleagues, coaching and mentoring colleagues as necessary to help ensure the continuous professional development of the team.

· To provide clear and concise specialist advice and guidance to a range of clients, contributing to training sessions regarding business processes as appropriate e.g. advising individual or groups of users regarding the SAPHR or job evaluation service or processes.
· Responsible for the care of, accuracy, confidentiality, security and maintenance of HR related manual and/or computerised information, which may include the daily administration of the SAPHR system and associated processes and procedures, and the maintenance of Job Evaluation data which includes personal data.

· Supports equality and diversity and respects customers, clients and other members of staff regardless of gender, age, disability, sexual orientation, religion or ethnic origin.

· Remains up to date with all relevant legislation, systems, organisational procedures, policies and professional codes of conduct, in order to uphold standards of best practice.

· To perform system testing on IT developments and recommend for sign-off before transporting to production system.


	Role Demands

	· The role may be required to occasionally lift or carry items eg stationery supplies.

· The job will be subject to frequent interruptions and competing priorities and will require the job holder to organise and prioritise work to meet deadlines.

· The job requires concentrated mental attention over lengthy periods and prolonged concentrated sensory attention in order to evaluate data and cross check/investigate data anomalies, analyse and respond to information requests and/or administer SAPHR system.  This may involve working with large amounts of data and complex formulas.

· The work may sometimes involve exposure to people or subject matter, which occasionally place minimal emotional or environmental demands on the jobholder.

· The job holder will organise their own workload in order to meet the needs of clients/colleagues requirements, uses initiative to independently respond to unanticipated problems or situations e.g. agree a brief for information provision and deliver agreed outcome.




Job Evaluation Analyst – Human Resources
Person Specification

This section outlines the key criteria that must be addressed when submitting an application for employment or registering with West Sussex Futures as shortlisting for interview will be based on information supplied here.

	Level of Knowledge 

	· Theoretical and practical knowledge of either: specialist ICT software including computerised HR Information systems e.g. SAPHR and good general knowledge of ICT software and related systems/procedures at a high level, or HR practices and employment legislation in order to undertake job evaluation and provide HR advice and guidance on job evaluation issues.

· Broad based knowledge of HR function.


	Qualifications and Professional Membership 

	· BTEC HNC or equivalent qualification or range of knowledge.

· Evidence of continuous professional development.


	Experience

	· Demonstrable evidence of producing a range of management information to client requirements within timescales, through a variety of means.

· Demonstrable evidence of providing detailed and articulate analysis of management information in order to inform business decision making. 

For Information Management Role:
·    Experience of using corporate HR computer system(s).

· Demonstrable evidence of using Microsoft excel or similar spreadsheet packages/databases including production of information using statistics and graphical display tools.

·    Experience of using reporting tools within HR computer system(s).

For Job Evaluation Role:
· Demonstrable evidence of knowledge of job evaluation theory, practice and application.


	Skills 

	Key Skill 1 
Excellent analytical with the ability to research and analyse data and produce qualitative information. 
Key Skill 2 
Excellent verbal and written communication skills with ability to present specialist advice / guidance / information clearly, concisely, accurately to a range of clients in ways that promote understanding, (either verbally or in written/electronic form). 

Key Skill 3 
Ability to interpret varied and complex information to produce high quality documents with minimal guidance.  

Key Skill 4 
Sound problem solving skills with the ability to analyse complex issues and diagnose business solutions, making logical and rational decisions based on all information available. 
Key Skill 5 
Sound and accurate IT skills in order to manipulate data. 
Key Skill 6 
Ability to think laterally and to adapt to changing situations in a measured and flexible manner. 
Ability to organise, plan and meet set targets e.g. for meeting client/colleague briefs. 

Ability to efficiently and effectively use resources in line with sound business need.

Ability to organise/prioritise work and co-ordinate a variety of tasks in a clear and logical way and meet agreed deadlines.

Ability to advise on business processes outside of defined rules and uses initiative to find solutions to business issues.

	WSCC Living the Promise Behaviours 

This section will be assessed when a candidate is successful at securing an interview, and for continued development at Performance and Development Reviews. (The Living the Promise Behaviours are not required to be addressed at application.)

We expect everyone in the Council to demonstrate the Living the Promise Behaviours, regardless of grade, level or role. They describe how we work with our customers, colleagues and partners.

Further information on the Living the Promise Behaviours can be found on the West Sussex County Council website.
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