ROLE PROFILE

	Role Title
	HR Data Analyst
	Location
	Bristol

	Business Unit
	HR
	Job Family
	HR

	Reports to Role Title
	HR Manager
	Sub Family
	HR Services



	PURPOSE

	· Lead the collection analysis, reporting and insight of employee related data.
· Provide the employee analysis, reporting and insight to meet corporate, legal and business requirements
· Carry out data quality checks to ensure information provided is accurate
· Provide meaningful insight from people data
· Provide regular insight to the business on accurate data and trends, both internally and externally


	CORE ACCOUNTABILITIES

	· Provide meaningful insight from people data
· Lead the collection, analysis and reporting of employee related data
· Interpret data effectively to actively advise on trends, risks and opportunities
· Share employment trends with key stakeholders and advise how it may influence business activity and policy
· Provide regular insight to the HR team on trends in the industry that are relevant to current and future business activity
· Advise on and produce the required people data to meet legal and corporate requirements
· Identify areas to increase efficiency and automation of processes
· Monitor and audit data quality control
· Develop and document procedures and workflows



	CONTACTS/ KEY RELATIONSHIPS & NATURE OF INFLUENCE

	· HR Manager
· Wider HR Team
· Finance team
· Relevant external contacts for understanding data requirements
· Line Managers across the business
· 3rd party service providers


	KNOWLEDGE/  EXPERIENCE/ SKILLS

	Essential:
· Proven experience working as a Data Analyst
· Very strong analytical ability as well as numerical and problem‐solving skills
· Communicate significant data patterns to initiate and support business decisions related to colleagues. This includes helping others understand metrics such as attrition, employee costs, absence and engagement etc. in a way that is both useful and relatable
· Commercially and financially astute
· Attention to detail
· Ability to convert analysis into insight, recommendations and reports
· Excellent with Excel and designing spreadsheets as tools
· Advanced Excel knowledge including use of formulas such as countifs, aumifs, combined/nested IF statements and other tools such as conditional formatting and advanced charting
· Ability to interrogate HR systems
· Ability to understand budget and forecast headcount reporting

Desirable:
· Business Objects and SQL experience
· Experience of working with HR data
· Advanced knowledge of Powerpoint (or similar program) and slide design
· Previous experience of Cloud/CRM/TMS or similar database management software 


	TECHNICAL/  BEHAVIOURAL/ PERSONAL COMPETENCIES

	· Ability to work proactively, identify improvement areas and share this data with the wider team
· Ability to manage multiple tasks simultaneously to successful completion
· [bookmark: _GoBack]Ability to communicate data findings across all stakeholder levels
· Ability to work collaboratively as well as independently
· Ability to handle sensitive information with discretion
· Focus on continual improvement
· Ability to see a bigger picture


	ROLE DIMENSIONS
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