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HR & Payroll Analyst
Further particulars
About St John’s College

St John’s College is one of the larger colleges within the University of Oxford. Founded in 1555 by Sir Thomas White, the College is a long-established member of the thirty-eight colleges of Oxford University. Like all colleges, it is an independent, self-governing establishment, which functions both as an academic institution and as a social and residential centre for its members. The College has around 650 students and 100 Fellows. For further information about the College, please visit our website at www.sjc.ox.ac.uk.

Overview of the Role
St John’s College is preparing to implement a new HR/Payroll system to modernize and improve staff data management, payroll processing, and reporting capabilities. 
The purpose of this role is to oversee the associated data cleansing, profiling and validation activities prior to the main system implementation. This role will also be a key part of the main project implementation process for the main system implementation ensuring that the college will be able to optimise associated HR and payroll processes to use a new system to its full effect.
This role supports the effective use of HR technologies to ensure accurate data management, streamlined business processes, and high-quality reporting to support strategic decision-making.

Main duties and responsibilities
System Administration and Maintenance – System Implementation

· Act as system administrator for HR and payroll platforms, managing configuration, permissions, and integrations during the project implementation.

· Oversee the initial data cleansing, profiling and data activities prior to the main system implementation.

· Support system implementation with configuration and testing, liaison with IT and external vendors as appropriate.

· Troubleshoot system issues and provide timely resolution or escalation.
Data Management and Reporting

· Ensure data accuracy, completeness, and consistency across the HR system.

· Design, build, and maintain HR dashboards and analytical reports for leadership.

· Provide data insights to support workforce planning, payroll, and compliance.

· Oversee the initial data cleansing, profiling and data activities prior to the main system implementation.

Process Improvement

· Review and streamline HR system processes to enhance efficiency and user experience.

· Document system workflows and configuration changes.

· Collaborate with HR and Payroll teams to identify automation opportunities.

Project and Change Support

· Support HR technology and transformation projects 

· Participate in testing, training, and go-live support.

· Develop user guides and training materials for HR and end users.

Compliance and Security

· Ensure the HR system and data practices comply with data protection, privacy, and employment legislation.

· Manage user access rights in line with college policies.
· Support internal and external audits.

Person Specification

Essential

· A Human Resources, Information Systems, Business, or related field qualification

· Experience administering or supporting HRIS or payroll systems (e.g., iTrent, Chris21, SAP, Workday, or similar)

· Understanding of UK employment and payroll legislation

· Proven experience in data analysis, reporting and interpretation

· Proficiency in Microsoft Excel and reporting tools (e.g., Power BI, SQL, or similar)

· Excellent attention to detail and data accuracy

· Experience in data cleansing, migration, or integration projects

· Experience in improving systems and processes

· Highly organised, adaptable and ability to manage multiple priorities
Desirable
· Experience within a higher education, charity or other public sector environment

· Familiarity with data governance frameworks and data quality assurance

Project management or business analysis certification (e.g., PRINCE2, Agile, or BCS)

Key Competencies

· Analytical and methodical approach to problem-solving

· High level of digital literacy and system awareness

· Strong interpersonal and communication skills

· Customer-focused, with a collaborative and solutions-oriented mindset

· Ability to manage competing priorities and deliver under deadlines

· Commitment to continuous improvement and innovation
Key Relationships

	Stakeholder
	Relationship

	HR and Payroll 
	Primary users of HR/Payroll system – collaboration on business requirements

	IT Department
	Technical integration, data security, system maintenance

	Finance
	Payroll reconciliation and cost centre alignment

	External Vendors
	Support, upgrades, and system enhancements

	College Departments
	Workforce reporting and establishment data


 Additional Information

· Occasional out-of-hours work may be required during system implementation and parallel data runs.

· This role may involve handling sensitive and confidential employee data.

· The post-holder is expected to uphold the College’s values of integrity, inclusivity, and excellence.
Reporting Structure
Reports directly to the Finance Bursar. 
Personal Documentation

The selected candidate will be required to present documentation demonstrating the Right to Work in the UK.
Terms and Conditions

Salary: £40,000 - £50,000 per annum dependent on experience and qualifications. There is also a pensionable Oxford University Weighting payment of £1,730 (pro-rata) per annum.  
Contract Type: Fixed term 18 months. 
Hours of work: Normal office hours are 35 hours per week. Normal hours of work are to be agreed but are expected to fall within the period 8.30am – 5.30pm, with an hour for lunch. Some flexibility will be required according to particular responsibilities; some evening and weekend work may be required, for which time off in lieu will be given.

Holidays: Annual entitlement is 38 days inclusive of 8 Bank Holidays (pro rata for part time staff) and is to be taken by agreement with the Finance Bursar. The College operates fixed closure days where you will be required to use holidays. The holiday year runs from 1 January to 31 December
Pension: The post holder will be entitled to join the USS pension scheme. 
Probationary and Notice Periods: The appointment is subject to satisfactory completion of a six-month probationary period, during which time the notice period will be one week on either side. Once the appointment has been confirmed, the notice period on either side will be:
(a) After the initial probationary period, and up to four years’ service – one month
Meals: The post holder is entitled to free meals in Hall on days when working at the College site. 
Application Procedure

If you consider that you meet the selection criteria (detailed previously), please send your application consisting of a covering letter explaining your suitability for the post and a full CV with your complete education and employment history by email, to vacancies@sjc.ox.ac.uk.
Your application should arrive no later than xxxxxx
Please state the names, addresses and telephone numbers of two people who are prepared to give you a reference for this position (preferably your current Line Manager). Please indicate whether we can contact them at this stage.

If your application is successful, your appointment will be subject (i) to the provision of an original document, which indicates your right to work in the UK, and (ii) the completion of an initial probation period.

Equal Opportunities Statement
St John’s College is committed to providing equality of opportunity and avoiding unlawful discrimination. The policy and practice of the College require that all staff are afforded equal opportunities within employment and that entry into employment with the College and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases the ability to perform the job will be the primary consideration. Subject to statutory provisions, no applicant or member of staff will be treated less favourably than another because of his or her sex, marital status, sexual orientation, racial group, age or disability.

Data Protection

All data supplied by candidates will be used only for the purpose of determining their suitability for the post and will be held in accordance with the principles of the Data Protection Act 1998 and the College’s Data Protection Policy and recruitment monitoring process.
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