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HRIS System Analyst, Human Resources
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HRIS Analyst

                                                     HR/08-177   
JOB SUMMARY

This position is responsible for payroll, the personnel budget process and the administration of the Human Resources Information System (HRIS).  This includes management of human resources software applications for County departments.  This position trains and directs the County staff on the human resources modules and modifications needed to implement or improve human resources processes.
MAJOR DUTIES

1. Responsible for/oversees processing payroll.
2. Manages personnel budget 

3. Tracks and maintains elected officials’ salaries

4. Works with HRIS vendors to ensure that departments and end users can take advantage of available and emerging technological advances with the HRIS system.
5. Works with the Enterprise System Administrator on technical issues.
6. Oversees and implements assigned projects.
7. Assists staff in running HR reports and developing report templates.

8. Facilitates Upgrades and fact checking on system installations. 

9. Manages training through HRIS system as well as seeking out training opportunities on a variety of HR opportunities.

10. Maintains the County’s time and attendance module; Executime. 

11. Partners with IT, Finance and vendors to ensure system integrations function accurately and securely.

12. Manages system upgrades, patches, enhancements and testing activities, ensuring minimal disruption to operations.

13. Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION

1. Knowledge of the principles and practices of public sector payroll, budgeting, accounting and auditing.

2. Working knowledge of core HR processes, including employee lifecycle management, payroll, benefits, time and attendance, evaluations and recruiting.
3. Knowledge of HRIS systems and HR technology platforms (e.g., Tyler Technologies, Munis, Executime or similar).

4. Knowledge of computers and job-related software programs, including Microsoft Office Suite with advanced level proficiency in Excel.
5. Knowledge of applicable employment laws, regulations, and compliance requirements affecting HR data. 

6. Skill in public and interpersonal relations and in maintaining effective and cooperative work relationships.
7. Skill in problem solving and decision making.

8. Skill in the development of project strategies.
9. Skill in gathering and analyzing complex data.

10. Skill in researching and preparing reports.
11. Skill in oral and written communication.
12. Ability to identify current and potential problems, evaluate alternatives, implement positive solutions and follow up to ensure system performance.

13. Ability to explain complex technical concepts clearly and concisely.
SUPERVISORY CONTROLS

The Assistant Human Resources Director assigns work in terms of very general instructions.  The supervisor spot-checks completed work for compliance with procedures and the nature and propriety of the final results.
GUIDELINES

Guidelines include County personnel policies, state and federal payroll guidelines and HR laws, changes in cyber security, as well as information technology standards.  These guidelines require critical thinking, judgment, selection, and interpretation in application. 

COMPLEXITY/SCOPE OF WORK

· The work consists of varied administrative and technical duties in the processing of County payroll and administration of the County’s HRIS system.  Frequently changing industry standards and assessing software updates contributes to the complexity of the position.  
· Strict regulations and the need for accuracy contribute to the complexity of the position, as well as the need for decision making and critical thinking.

· The purpose of this position is to process payroll and to manage the HRIS system within the County.

· Success in this position ensures the County’s compliance with specific regulations and requirements and maintains the accuracy of County records, which contributes to informed decision making and the efficiency of HR functions across all County Departments.

CONTACTS

· Contacts are typically with vendors, department heads, co-workers, other County employees, and members of the general public.
· Contacts are typically to give or exchange information, resolve problems, provide services, or motivate and influence persons.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table.  
· The employee occasionally lifts light objects.
· The work is typically performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
SPECIAL CERTIFICATIONS AND LICENSES
· Possession of a valid State of Georgia driver's license (Class C) and a satisfactory Motor Vehicle Record (MVR) in compliance with County Safety and Loss Control Guidelines.  Completion of the State of Georgia Department of Transportation Defensive Driving Course and/or Emergency Vehicle Operation Certification within twelve (12) months of employment. 

ADA COMPLIANCE
· Fayette County is an Equal Opportunity Employer.  ADA requires the County to provide reasonable accommodations to qualified individuals with disabilities.  Prospective and current employees are invited to discuss accommodations. 
HIPAA COMPLIANCE
· The Health Insurance Portability and Accountability Act of 1996, as amended, requires employees to protect the security of Protected Health Information (PHI), however it is obtained, handled, learned, heard or viewed in the course of their work. 

DRUG AND ALCOHOL COMPLIANCE
· In accordance of Fayette County's Substance Abuse Policy of 1996, as amended, all job applicants offered employment will undergo testing for the presence of illegal drugs and alcohol as a condition of employment.  In the course of employment, employees are subject to random, reasonable suspicion, post-accident, and routine fitness for duty testing for illegal drugs and alcohol abuse.  Employees are prohibited to work under the influence, to possess, to distribute, or to sell illegal drugs in the workplace or abuse alcohol on the job.  Confirmed positive is reason for denial of employment and/or termination.
MINIMUM QUALIFICATIONS

· Knowledge and level of competency commonly associated with completion of baccalaureate degree in a course of study related to the occupational field such as Human Resources, Accounting, Finance, Business Administration, Information Technology, Public Administration or a course of study approved by the department. 
· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for three or more years.
· Advanced proficiency with Microsoft Excel.  An assessment test may be administered.

· Advanced proficiency with Tyler Technology applications, specifically Munis, is preferred.

· Possession of or ability to readily obtain a valid driver's license issued by the State of Georgia.










