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Job Title: Benefits and HR Systems Analyst

Location: Bolton		

Reports to: People Admin and Systems Manager

Accountable to: Head of People Services

Job Purpose: 

As part of the People Services team, the Benefits and HR Systems Analyst will act as the first point of contact for all Benefits and People System related enquiries. They will provide an efficient and comprehensive system administration support; producing people matrix reports as and when required by the People Admin and System Manager. This role will ensure thorough administration and maintenance of the Benefit and HR System database, ensuring all regulatory requirements are adhered to.   

Key Stakeholders: 

People Admin and Systems Manager, HR Business Partners, HR Advice Team, Resourcing Managers, Operational Leads and Finance Managers
Key Responsibilities:
· Oversee day-to-day Operations of Employee Benefits Programs, inc. enrolments, changes and terminations
· Assist employees with Benefit related queries, e.g., claims issues and guidance during open enrolment periods
· Work collaboratively and coordinate with Benefits providers and key stakeholders, ensuring accurate and timely processing of Benefit related transactions
· Prepare reports and maintain Benefit documentation for audits and management review
· Develop and distribute communication material to inform employees of Benefits programs, updates, and changes
· Maintain accurate data integrity and our benefits platforms ensuring all information is relevant. 
· Acting as the employee benefits subject matter expert on projects and acquisitions and assisting the systems team members with HR systems project work
· Continuously evaluate and improve Benefit programs and processes, to enhance employee satisfaction and cost-effectiveness
· Provide detailed support for all Benefit & HR System related policies, procedures and system enquiries, ensuring each are resolved, sign posted or escalated accordingly
· Issuance of letters relating to Benefits and HR Systems 
· Effectively manage benefits diary, tracking key milestones and proactively working with our communication and marketing teams to produce comms in line with our benefit windows

Standard responsibilities:

There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to.
· Participation in an annual performance review programme
· Works, at all times, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
· Observes, at all times, strict rules of confidentiality appropriate to the post.
· To comply at all times with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues.
· OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this.
· Other duties within the scope, spirit, and purpose of the job, as needed by the department or requested by management.

Experience, Skills & Qualifications: 

· Experienced in Benefits and HR System administration (Access XD & Insights Reporting desirable)
· Competent Benefits professional
· Use of systems and platforms such as Access XD, Vista
· Experience in report writing, e.g., Vista, Insights Reporting  
· Excellent planning and organisational skills
· Proactive approach to improving benefits and processes
· Ability to manage multiple tasks simultaneously, with strict deadlines.
· Excellent Communication Skills
· Proficient working knowledge of Microsoft Office packages, e.g., Word, Excel, Outlook PowerPoint
· Accurate and attentive to detail
· Effective team player capable of providing cover and support to colleagues and wider Teams

Job Holder’ signature 

Name: _______________________________

Signed: ______________________________ 		Date: ________________

Signed on behalf of the OFG Group

Name: 	: _____________________________		Title: 
				

Signed: _____________________________                	Date: ________________
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