
 

Job Description 
 
JOB TITLE  
 

 
Data and Systems Coordinator 

JOB FAMILY  
 

Thinking Personnel  

PHASE 
 

Central  

REPORTING TO 
 

HR Operations and Payroll Manager  

Job Purpose 

Duties and Responsibilities  
 

• To be heavily involved in the development and testing of a new HR and Payroll system, 
alongside the HR Operations and Payroll Manager.  

• Responsible for the maintenance of the system functions, ensuring that the system is 
operating as expected, and investigating and rectifying issues that are raised by our 
customers. 

• Take a leading role in working with the system providers to develop and test new 
functionality as part of the ongoing continuous development of the HR service.  

• Take responsibility for the development of your knowledge and understanding of HR 
system to the point of becoming an expert and Super User. 

• Managing access to the system, ensuring that access is set up correctly. 

• Building relations across the Trust to ensure that the HR system is storing the types of 
information our customers require.  

• Taking a proactive approach to develop the system and meeting the changing needs 
of a growing organisation. 

• Support with system set up and security configuration, including the management of 
system updates. 

 



 

 
• Applying data protection legislation to ensure that individuals have relevant system 

access, and that access is withdrawn when required. 

• Work with the Trust Data Manager, Director of Service Delivery and central IT team to 
ensure data is being shared effectively across the Trust. 

• Undertaking Trust-wide work on systems and data, including working with schools on 
Management Information Systems. 

• Administer the regular transfer of data from the HR system to third party systems, such 
as the wellbeing system. 

• Management of the Performance Management System, ensuring that employees are 
able to access it, and new starters are set up with the relevant access. 

• Support the project management, implementation, roll out and delivery of new HR 
systems across the Trust. 

• To be proactive in analysing data, carrying out research to draw meaningful 
comparisons to similar organisations as part of benchmarking exercise. 

• To collate and analyse data as part of the day to day running of the organisation. 

• Be proactive in reviewing all the data we hold, and drawing out key information that 
will be useful to stakeholders, up to and including the Board. 

• Responsible for completing regular data reporting on behalf of our customers. 
Including the Schools Workforce Census, Gender Pay Gap reporting, and ONS returns.  

• Work alongside the Governance and Compliance Team to ensure that data is being 
stored and used appropriately, in line with our data policy and GDPR legislation. 

• Support with onboarding of new schools, ensuring that the required HR data is 
collated and accurately imported into relevant systems.   

• Streamlining processes to improve efficiency and effectiveness. 

• To respond to ad-hoc queries, taking a solution focused approached to problems 
when they arise. 
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