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JOB DESCRIPTION


Department:		Corporate Personnel		Location:	Bootle, Merseyside

Section:		Employee Support
				
Post:		Systems Support Officer	Post Nos. 	024451

Grade:	        G  				JE No. 	A4455



Responsible to:	Business Support Manager

Responsible for:	N/A


Job Purpose

To administer the HR and Payroll systems and associated processes.

The Systems Support Officer is expected to take an active part in the workplace to share ideas, develop best practice and help maintain an excellent service.

Main Duties

1. Create detailed schedules of payroll, year-end processes and system downtime, including communications.

2. Carry out all aspects of payroll processing, year-end, balancing, controls, checks and any corrective action.

3. Data management and interfaces (e.g. feeder system uploads, financial system extracts, HMRC, pension funds), production and distribution of reports and returns including required checks and reconciliation.

4. Build, maintain and test HR/Payroll systems to ensure they are up to date, compliant and meet business needs.

5. Provide support and issue resolution to system users in addition to liaising with users to ensure that systems reflect operational requirements.

6. Create and develop basic system reports.  Provide requirements for specialist report writers for more complicated reports.
	
7. Produce system documentation, user guides and provide support for training as required.

8. Maintain system security authorisation and data protection.

9. Deal with change requests as required.

10. Maintain a relevant working knowledge of data protection regulations, employment law, HMRC & pension legislation, HR and pay policies.

11. Adhere with protocols, policies, key performance indicators and service level agreements.

12. Deal with queries and liaise with internal teams, customers and external bodies as required, e.g. HMRC.

13. Create Structure Units, Posts and Positions as required for Commercial Clients

14. Liaise with the IT provider following change control procedures and with software suppliers to fix complex system problems and create solutions.

15. Keep the Business Support Manager and key stakeholders informed on work progress particularly where there are deadlines to be met or an impact on the availability or accuracy of the system.

16. Plan leave handovers ahead of planned absence ensuring that cover is arranged as required.

17. Maintain an up to date knowledge of systems, identifying own training needs to Business Support Manager.



Qualifications & Experience

See Person Specification



Organisation Chart 
Business Support Manager








Senior Systems Support Officer x 2


*Systems Support Officer x 2









*This post

Special Conditions

· To be able to work flexibly and undertake all tasks in accordance with strict schedules and critical deadlines.


General

This job description is a representative document. Other reasonably similar duties maybe allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely
available to all employees. The post holder will be expected to comply, observe and
promote the equality policies of the Council.

	Note: Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  




Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as
appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.
Prepared by Name 		Linda Nicholls
Designation 			Service Manager Employee Support 
Date 					July 2020

Organisation Chart amended June 2025

PERSON SPECIFICATION

Post:	 Systems Support Officer			Post No.	024451
Department: 	Personnel				Section:  Employee Support  
	Personal Attributes Required
	Essential (E) or
Desirable (D)
	Method of Assessment

	Qualifications

NVQ Level 4 in relevant subject or equivalent experience

	

E

	

C/AF


	Experience
	

	

	· Experience of operating a MHR iTrent HR and Payroll system

· Experience of administering HR and payroll systems and associated processes

· Experience of managing data input and output for a variety of systems

· Experience assisting with the developing, building and testing of systems for updates and compliance

· Experience of working with data in a payroll, pensions and transactional HR environment

· Experience of producing data reports using various tools and methodologies

· Experience of working to deadlines and under time constraints

· Experience of checking and quality assuring own work 

	D


E


E


E




E


E


E


E


	AF/I


AF/I


AF/I


AF/I




AF/I


AF/I


AF/I


AF/I



	
	
	

	
	
	

	
Knowledge, Skills and Ability

	
	

	
· An ability to deliver a high degree of accuracy and provide attention to detail.
	
E

	
AF/I




	· Good written and verbal communication and interpersonal skills

· Ability to establish effective working relationships at all levels, internally and externally

· Ability to plan, organise and prioritise

· Ability to think clearly and analytically

· Excellent numeracy skills

· Excellent computer and keyboard skills

· Knowledge and understanding of confidentiality and the handling of sensitive data

	E


E


E

E

E

E


E
	AF/I


AF/I


AF/I

AF/I

AF/I

AF/I


AF/I

	
	
	



Assessment Methods Key:  	AF – Application Form 
C – Certificates 
I – Interview 

Prepared by:		Linda Nicholls
Designation:		Service manager Employee Support 
Date:			June 2023
image1.jpeg
Sefton Council @




