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Job Description

Human Resources Information Systems (HRIS) Specialist
DEPARTMENT:
Human Resources 

EXEMPT (Y/N):
Y


SALARY GRADE:



REPORTS TO: Vice President of Human Resources 



SUMMARY: 

As directed by the Vice President of Human Resources, assists and provides overall administration for the reporting, administration, maintenance, and support of all Human Resources Information Systems (HRIS) applications.  Maintains scalability and integrity of HR data architecture.  Performs analysis and definition of reports and requests for enhancements and major organizational initiatives accessing/impacting Human Resource information systems, including but not limited to: develop requirements, document processes, reviews designs, tests changes or upgrades to HR systems.  Additional responsibilities revolve around data integrity, system security, and end user set up and training.  Candidate is familiar with standard concepts, practices, and procedures within Human Resources and Payroll. Relies on experience and judgment to plan and accomplish goals.  Assists in identifying and developing the training needs of end users and provides the necessary training to meet those needs.  Serves as a point of contact for HR staff, employees and managers to resolve system related issues.  Works independently with minimal to no supervision.
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

 General HRIS Support Activities (50%)
· Serves as a key point of contact for HRIS related questions and issues (e.g., system access, navigation, and other technical assistance). 
· Develops standard and custom reports to meet the reporting requirements of human resources, management and staff. Responds to ad-hoc requests from managers for data and reports utilizing appropriate reporting tools. Creates other ad-hoc reports as needed. 
· Develops business requirements, process maps, standard operating procedures and other documentation for HR solutions. 
· Provides end-user training, consultative support and technical assistance. Ensures data integrity and data reporting accuracy in systems by maintaining Employease HRIS configuration data, running queries and regularly auditing all employee data in HR system for accuracy. 
· Updates and modifies codes, tables, reports, and other systems applications to meet changing requirements of the Company.  Develop and implement data integrity measures.
· Monitor HR system processes and inbound/outbound interfaces and/or downloads and communicates issues/changes to impacted parties and process owners. 
· Maintains a strong knowledge of human resources policies, procedures, and practices. Keeps abreast of current trends in HRIS and changes in technology. 
· As directed, leads integration of all HR systems with other related systems. 
· Serves as Human Resources department liaison with the IT department to resolve system problems and design modifications on IT related projects
HRIS Projects and Process Improvement (40%) 
· Provide recommendations to management for improvements, enhancements, and more effective data and system reporting.
· Determine and document requirements to support HR department and organizational needs for HRIS implementation and upgrades.  Creates and executes testing plan for system scripts used in development and production environments.  Develops documentation for system modifications and new product rollouts.
· Identify requirements for new HR systems to include upgrades to software and reports and integration of ASP software applications.
· Other duties as assigned.
Security (10%)
· Manages security administration of HR business systems.  Ensures that HRIS system is compliant with company system security standards. Keeps system access current. Ensures that security controls are in place. 
· Act as primary contact to provide information to IT on creation/deletion of HR users.
· Review current security & propose changes.
QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

Four year college degree with 3-5 years Human Resources experience, specifically with HR applications or an equivalent combination of education and experience.  2 years practical HRIS Administration experience preferred. 
 SPECIAL QUALIFICATIONS:

Strong functional and technical skills in HRIS Database/Web based systems;  Advanced skills with SQL, Crystal Reports, or Microsoft Access, Excel;  Excellent working knowledge of key HR processes (Payroll, time management, Recruitment, Benefits, HR, Self Service, Helpdesk) with Prior implementation experience preferred.  Experience to include writing complex queries using Cognos, Crystal Reports, Access, etc. and process design and documentation.  This person must have the ability to work independently and be able to work in a fast paced environment.  This person must also have excellent customer service skills and the ability to motivate others. 

LANGUAGE SKILLS:

Ability to read, analyze, and interpret documents, such as technical references, policies and procedures and procedure manuals and legal interpretations.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or Team members of company.


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.


REASONING ABILITY:

Must be able to work independently and utilize excellent judgment and common logic approach o in making overall decisions. Must possess excellent communication skills.  Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form.  Ability to deal with problems involving several concrete variables.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by a Team member to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Team member is regularly required to talk or hear. The Team member is also regularly required to stand; walk; sit; and use hands to finger, handle, or feel objects, tools or controls.  The Team member is required to work extended periods using a computer; occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   May be required to lift up to 30 lbs occasionally and up to 20 pounds on a frequent basis.  
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those a Team member encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate to loud. When on the Casino floor team member may be exposed second hand smoke.  The environment is fast paced with multiple projects.

APPROVALS: 


Department Head: ___________________________________Date: ________________________ 


Human Resources: ___________________________________Date: ________________________
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