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	Function:
	Transversal Functions – Human Resources

	Job:  
	

	Position:  
	HR Reporting Assistant

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Ian Cullie – HR Analytics Manager 

	Additional reporting line to:
	

	Position location:
	Salford or London

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	· To be responsible for processing, maintaining, analysing and reporting on incoming data within agreed HR timescales



	

	2. 
Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Characteristics 
	· Core projects impacting between 5,000 and 34,000 employees


	3. 
Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	


	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Analyse and interpret data in order to provide accurate information to stakeholders at all levels of the organisation.

· Run and set up regular reoccurring monthly reports


	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Responsible for outputting data into HR Systems, ensure that it is of high quality, accurate, efficient and consistent 

· Contribute to the HR dashboard, analytics and human capital metrics as well as routine and ad-hoc reporting ensuring that data requests are completed within agreed SLAs
· Regularly collate, analyse and present HRMI from a variety of sources. Providing business relevant Insight
· Handles data requests and queries from HR Shared Service customers, escalating complex or potential issues to the HR Analytics Manager / HR Analysts
· Produce large data outputs for TUPEs, mobilisations and other bulk employee communications and projects
· Contribute to the accurate collation, audit and maintenance of HR data ensuring robust data and protecting the integrity and quality of company data, when required




	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· Delivery of data or report requests are in line with requirements and within a timely manner

· Customers will be provided with a helpful, responsive, friendly service when contacting the team and calls will be handled in a professional manner with SLA targets met/exceeded

· Attention to detail will is paid to all documentation produced, ensuring all HR administration is accurate and quality checked before distribution 


	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· Highly organised and responsive, with ability to work to SLAs and tight deadlines

· Numerate and a lateral thinker with a strong attention to detail

· Strong documentation skills

· Proficient user of Microsoft Office programmes, especially Excel and PowerPoint.

· Willingness to learn new change methodology and tools

· Committed to providing excellent customer service

· Team player




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	· Growth, Client & Customer Satisfaction / Quality of Services provided
· Employee Engagement
· Rigorous management of results
· Innovation and Change
· Performance and Reward
· Business Consulting
· Commercial Awareness

· HR Service Delivery




	9.  Management Approval – To be completed by document owner

	Version

Date

Document Owner
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