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People Admin and Systems Manager 


JOB TITLE: People Admin and Systems Manager				
LOCATION: Hybrid Working (min 3 days per week in office)
HYBRID WORKING: Yes	 	
REPORTS TO: Service Delivery Manager - HR and Learning & Development
ACCOUNTABLE TO: Head of HR learning 

JOB PURPOSE: 
The People Admin and Systems Manager is responsible for managing systems and administrative teams,
driving the improvement of systems, processes, and functionalities. This role ensures continuous
improvement in delivering excellent service to internal customers and stakeholders.  	
KEY STAKEHOLDERS: 
· All colleagues 
· Systems Admin Colleagues 
· People Operations Admin Colleagues  
· Payroll Managers and team. 
· People Services teams. 
· Operational Leads. 
· Head of Resourcing and team. 
· Head of Central Operations and team. 
· Systems & Pensions Administrator 

ABOUT US:
At Outcomes First Group, we believe every child can thrive when given the right environment for success. As one of the world’s leading providers in our sector, we deliver exceptional, research-led education tailored to each individual, with smaller class sizes and personalised learning plans. 

Our vision is to empower every child with a world-class education that nurtures potential and inspires lifelong learning, our mission is to unlock that potential through personalised learning and opportunity, and our promise is simple: we listen, we work together, and we are accountable to one another to make the remarkable happen.

KEY RESPONSIBILITIES: 
· Lead and manage the People Admin and Systems teams, fostering a collaborative and high-performance culture. 
· Develop team members through coaching, training, and professional development opportunities. 
· Set clear performance goals and monitor progress against these objectives. 
· Evaluate and enhance current systems and processes to improve functionality and efficiency.
· Implement best practices for system use and data management. 
· Identify opportunities for automation and digital transformation within the HR function. 
· Promote a culture of continuous improvement within the team and across the organisation. 
· Lead initiatives to streamline processes and enhance service delivery to internal customers and stakeholders. 
· Ensure compliance with all relevant regulations and standards. 
· Oversee and manage HR-related projects from initiation to completion, ensuring timely delivery within scope and budget. 
· Collaborate with cross-functional teams to achieve project objectives. 
· Provide regular updates and reports on project status to senior management. 
· Conduct thorough business analysis to identify areas for improvement. 
· Develop and maintain comprehensive reporting systems to track key performance indicators (KPIs) and metrics. 
· Provide actionable insights and recommendations based on data analysis. 
· Utilise in-depth knowledge of People XD to optimise HR processes and systems. 
· Serve as the subject matter expert for People XD, providing guidance and support to the team and other stakeholders. 
· Stay updated with the latest developments and updates in People XD. 

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.

Leads, manages, and participates in an annual performance review programme
Works, always, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
Observes, always, strict rules of confidentiality appropriate to the post.
To always comply 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.
Ability to work attentively and accurately with data inputting
[bookmark: _Hlk36106641]Undertakes other duties as assigned.

MEASURES: 
· Team productivity 
· Customer service & satisfaction 
· Great Place to Work results 
· Reporting accuracy and consistency 
· KPI and SLA measures.

EXPERIENCE, SKILLS & QUALIFICATIONS: 
ESSENTIAL
· Proven leadership and team management skills. 
· Strong background in business improvement and project management. 
· Excellent business analysis and reporting capabilities. 
· Demonstrated experience in driving efficiencies and process improvements. 
· A strong understanding of systems, business analysis skills, and reporting is essential, alongside an excellent working knowledge of People XD. 
· Ability to build strong relationships with internal customers and stakeholders. 
· Strong problem-solving skills and a proactive approach. 
· Excellent communication and interpersonal skills. 
DESIRABLE
· CIPD qualification or progress towards CIPD qualification  
· Experience of having worked in an education setting would be desirable for this role but not essential.  
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