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Job Description and Employee Specification

Systems Developer Assistant
Chief Executive’s
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	Service:
	Chief Executive’s

	Division:
	People Resources

	Job Title:
	Systems Developer Assistant

	Responsible to:
	Lead Systems Developer

	Grade
	NLC5

	Job Evaluation reference
	A9169

	Conditions of Service
	SJC

	Date of last review:
	September 2026

	Job Outline
The Systems Developer Assistant will work with a variety of internal and external stakeholders to support workforce systems such as iTrent and Service Now in meeting organisational requirements by providing first-line systems administration, operational and security support, ensuring enquires are responded to in a timely manner and excellent customer service is maintained.

Team members will assist in implementing system changes and new functionality, ensuring all updates remain compliant with relevant legislation, organisational policies, and procedures.
In their role, the Systems Developer Assistant will support and promote the effective use of
workforce systems, helping to drive adoption and ensure alignment with the organisation’s aims
and objectives.

Team members will manage their workload effectively, prioritising and reprioritising tasks as required to meet deadlines and respond to changing demands.

	Main Duties and Responsibilities

1. Provide support to a variety of stakeholders across the organisation in relation to workforce systems. Provide guidance in the use of workforce systems, resolve problems relating to workforce systems and ensure queries are dealt with timeously and appropriately.
2. Liaise with our customers in a professional manner, managing their expectations of timeframes for completion of work and ensuring delivery of outcomes as planned.

3. Work with Business Partners to create, update, correct and maintain the organisational structure in iTrent whilst ensuring that the appropriate payment elements, grades, terms and conditions, patterns, structure costing and budgeted hours are set up which enables employees to be paid accurately.

4. Ensure security of workforce data and that appropriate user access levels are applied across multiple systems such as iTrent, Service Now, Card Exchange and Document Manager
5. Deal with the resolution of queries. Where additional support is required, follow escalation processes and work with internal teams and software providers to provide a solution, providing all necessary detail and documentation.



6. Identify and resolve issues with data held in workforce systems. Work with a variety of stakeholders to ensure that the data held in the system is accurate and provide support and guidance to stakeholders where required.

7. Undertake testing of workforce systems. Ensure that test plans are updated and maintained and that all testing is fully documented.
8. Respond to and deal with interface and data exceptions and inconsistencies and provide proactive solutions to problems.

9. Assist in the creation of documentation relating to new system functionality and processes. Ensure that documentation is reviewed regularly, updated and that a change log is maintained. Ensure that the latest version of documentation is available on the ESC website, and that previous versions are archived.

10. Identify process and system issues to System Developer / Lead System Developer to ensure continuous improvement within the ESC.

11. Assist the Systems Developer to carry out regular security audits.

12. Provide excellent customer service within the team, working to maintain and enhance the reputation of the service.

13. Comply with the Data Protection Act 2018/ GDPR at all times.

14. Carry out appropriate learning and personal development to ensure capability and skills are current including maintaining an up-to-date knowledge of industry HR systems, being aware of current trends and best practice.
15. Undertaking such duties and responsibilities as may be required in terms of the Health and Safety at Work Act 1974 and subsequent related legislation.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.


	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF
ASSESSMENT

	QUALIFICATIONS/TRAINING
	X
	
	Verification/Application Form/Interview

	· National 5 qualification level or equivalent
· HR qualification
	
	



X
	

	· Payroll Technician Certificate
	
	X
	

	· ServiceNow Support accreditation
	
	
X
	



	WORK EXPERIENCE
	X
	
	Application Form/Interview

	· Moderate experience in supporting large scale software systems.
	
	
	

	· Experience of working in a Payroll /HR team
	
	X
	

	· Experience of supporting the iTrent system
	
	X
	

	KNOWLEDGE/SKILL/ABILITY
	
	






































X
	Application Form/Interview

	· Extended experience within a customer focussed systems support environment.
	X
	
	

	· Ability to understand and resolve a variety of issues providing innovative solutions.
	X
	
	

	· High level of Numeracy
	X
	
	

	· Methodical, investigative, and inquisitive mind with attention to detail.
	X
	
	

	· Excellent oral and written skills

· Good Interpersonal and customer handling skills, with the ability to explain technical detail to a variety of audiences.
· Logical approach to problem solving.

· Excellent analytical skills.

· Team working.
· Good time management

· Ability to learn quickly

· Current knowledge in Administration of operational HR /payroll
systems.
	X



X



X

X X X X
	
	



	PERSONAL QUALITIES/ATTRIBUTES
	
	
	Application Form/Interview

	· Self-motivated, have a diligent approach to customer service delivery and be able to plan and prioritise workloads.
	X
	
	

	· Professional manner.
	X
	
	

	· Calm & confident.
	X
	
	

	OTHER
	X
	
	Application Form/Interview

	· Ability to travel throughout North Lanarkshire.
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