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Role profile
Management Information Coordinator Analyst
· Grade: Grade 5/6
· Business area: People Services
· Job title: Management Information Coordinator Analyst
· Reporting line: Management Information Analyst
· Team: People Services 
Job Purpose
To provide support to the Management Information Analyst and the wider organisation in terms of workforce data, business analysis and trend identification.
You will be responsible for providing a high-quality workforce development and information service to colleagues across the organisation. Responsible for the scheduled production of information, routine and ad-hoc as required, whilst developing the content. Encourage other departments to fully utilise our workforce systems, whilst assisting with the development of MI reporting.
Key working relationships
· Team members and managers 
· Senior Leadership Teams
· Managers from across GM’s public sector and stakeholders/partners  
· Managers and staff within GMCA
· Internal and external customer groups and strategic partners
Key Responsibilities
1. Maintain data within the current people MI system for consistence and accuracy. Create and maintain feed exports into other organisational systems which require people data and contribute to the development of streamlined feeds in conjunction with ICT.
2. Assist in the completion of weekly, monthly and ad hoc reports and their distribution lists, for both internal and external clients
3. As directed by the MI Analyst oversee and maintaining the existing automated reporting systems and making any changes or improvements as required;
4. Support the ICT and Systems teams, when they perform regular systems upgrades both legislative and functionality driven upgrades, and act as a contributor to test scripts and testing in order to test new functionality. 
5. To provide business analyst support to the Management Information Analyst, in developing and reviewing business intelligence through data manipulation using Excel and Power BI. 
6. To maintain working relationships with People Services colleagues to ensure processes can be streamlined and improved where appropriate.
7. To support the Management Information Analyst in ensuring that our Intelligence tools accurately reflects the organisations establishment through working closely with the Systems team.
8. To design, write, edit and run reports within our HR and Business Intelligence systems, to meet the organisational needs.
9. To assist and enable other users and People Services staff in relation to responding to requests for reports, and then provide training and advice on report processes and editing.
10. To assist in producing and maintaining meaningful reporting suites through the Business Intelligence tools.
11. To support the Management Information Analyst in the provision of all workforce reports, external returns and FOIs. To assist in the workforce planning process.
12. To ensure that the Information Governance policy and Data Protection Act are strictly followed when managing sensitive information. 
13. To assist in any other reporting/tasks consistent with the role and any other duties as may be required from time to time.
General
14. Contribute to the design and delivery of key People Services projects and interventions aligned to performance improvement
15. Support the annual People Services activities within the team including, performance reviews, salary reviews, engagement survey and training analysis
16. To ensure that your team receives clear direction and management support so they understand what is expected of them and what they need to achieve. 
17. To draft reports and presentations within your area for circulation throughout the organisation
18. To develop trusted partnerships within the organisation, practicing internal client management; establish and develop external networks throughout GM. 
19. Actively engage with the wider workforce to seek and listen to the views of staff, managers and GM partners to influence and improve workforce practices.
20. To be committed to maintain your own skills and expertise.
21. To ensure high standards of accuracy, professionalism and customer care. 
22. To provide support and guidance with strict adherence to confidentiality of personal information and GDPR legislation. 
23. Always hold yourself and others to a high standard of professionalism, demonstrating your commitment to our values and behaviours, as well as ensuring confidentiality is maintained throughout all we do.
24. Where appropriate, collaborate with other teams internally and externally to maximise activity.
25. Ensure the services delivered internally and externally are inclusive, accessible and integrated.
26. Align your work to the Sustainability Strategy and ensure work practices are inclusive of these values and strategic intent. 
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Knowledge & Experience
· Good standard of education including numeracy and literacy, GCSE or equivalent (essential) 
· Working towards CIPD qualification or degree with experience in HR analysis 
· Demonstrable experience of delivering excellent customer service 
· Demonstrable knowledge and experience of providing data analysis support 
· Experience of using ICT led people/payroll administrative systems 
· Experience of delivering to set deadlines and changing priorities 
· Have worked with different business areas to support them during the requirements/analysis stages of a project, 
· Experience of delivering against set timeframes.
· Project lifecycle experience from idea through to initiation and delivery of both solution proposals
Skills, Values & Behaviours
· Excellent relationship management skills with demonstrated ability to develop effective relationships with key stakeholders and colleagues 
· Well-developed verbal and written communication skills, including report-writing and presentation 
· Solid ICT skills, including Excel, Power BI, Business Objects and SharePoint for the reporting of projects and utilisation of resources.
· The ability to identify opportunities for improvements through the analysis of existing processes and procedures, and have also developed, documented proposals.
· Effective communication and presentation skills
· Good knowledge and understanding of the various disciplines of HR & OD 
· Ability to build strong and trusting relationships with clients, customers and colleagues 
· Clear focus on delivering positive outcomes through connecting the activity all of HR & OD’s portfolio areas 
· Resilience and the ability to navigate through difficult situations 
· Acting as a role model for their portfolio and the directorate
· Deep belief in the value of the HR & OD function, and their own ability to make a valuable difference to the organisation
· Flexible and adaptable approach 
· Methodical approach and ability to prioritise workloads
Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.

image1.png
GREATER
G M CA MANCHESTER

COMBINED

AUTHORITY




