POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title:  HRIS MANAGER
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Supports all HRIS associates as the senior systems analyst for Application Support, Reporting and Systems analysis. Provide guidance and direction for HRIS HR Business Systems Analyst team members. Proactive systems analysis support for UAMS Human Resources as a member of the Human Resources Information Systems (HRIS) department. Develop strong partnerships to fully understand HR business processes, discover needs; translate requirements to functional and technical specifications. Responsible for the engagement of UAMS Administrative Systems Management (ASM) and 0IT communities into the process at the necessary juncture. Manage projects, full cycle, from inception to operational support. 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Understand HR business processes and proactively develop and assist HR in the implementation of business process and/or technology solutions. Focus on existing systems and web technology to improving process efficiency, reduce costs and enhance customer service. 

Provide project management support for business process redesign or technical projects instituted by HR departments. The Sr. Analyst is expected to work closely with the HR staff throughout the entire project cycle to insure a successful on time and within budget implementation of the project. Deliverables for each project will be expected to contain the following: The statement of work, Customer expectations of HRIS roles and responsibilities, End dates, Key mile-stones, Commitment of specific resources from the customer and HRIS, Business Requirements including customer review and signoff, Functional Specifications including customer review and signoff, Project plans to include a full development cycle, from requirements gathering, development/programming, testing, integration and customer acceptance and signoff. 

Have and maintain an understanding of the HR strategic direction and individual group’s overall goal(s) to be accomplished and offer solutions for best practices that will streamline business processes and improve customer service. 

Establish and maintain constant communication with the HR business partner, OIT, ASM (SAP team) and any vendors to make sure all deliverables and expectations are being met. 

Provide system analyst services by thoroughly understanding the system environment and functional capabilities of existing HR systems. Provide overall support to any application used by HR and not supported by OIT, must be aware of updates and new releases and make recommendations for improvements that will increase productivity. Will be responsible to inform HR management when surrounding systems effect the operations of their respective systems. Partner with HR staff to understand reporting and information needs. Support the HRIS Application Support and Reporting team to generate reports and special data analysis for customers. 

Assist HRIS Application Support in troubleshooting, installs, repairs, and maintenance for HR applications. Second line of support for system emergencies. 

Create test plans and procedures for new HR systems or upgrades to existing systems. 

Identify security issues effecting HR systems, data and general access. 

Act as a key member of a team whose responsibility will be to insure effective procedures are in place for emergency failover procedures and disaster recovery plans. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

 Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

  Ability to Follow Oral Instruction, Read and Write

  High School, GED or formal educational equivalent

  Baccalaureate Degree, Major: Bachelors or Graduate Degree in Computer Science, MIS, Business, or equivalent experience. * University / University Healthcare experience preferred 

  Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
 Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
  Work Experience, (Length of Time, General and Directly Related)

* Minimum of 5 years of progressive experience in successful completion of projects with varying size and complexity, from start-to-finish. 

OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 


I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position; I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



