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IDENTIFICATION

Position Title: Digital Integration Specialist – HR          Position Number:  LIT111
Section
: COO Portfolio                                                Department: ITS
Location: Laucala Campus           
  



Category:   Professional          Grade: Level 3  
Current Incumbent: 






Date of substantive appointment:  
Reports To: Director ITS

Supervised by: Head, Digital Business Solution 
PURPOSE 

The Digital Integration Specialist – HR leads the digital transformation of USP’s HR systems within the Shared Services enterprise model. Embedded within the HR function and reporting functionally to the Head of Digital Business Solutions and the Director ITS, the role partners closely with the HR Department to digitise HR functions and processes, modernise HR services, and ensure HR systems fully integrate with enterprise platforms including Student Services and Finance.

STRUCTURE
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NATURE AND SCOPE
The Digital Integration Specialist – HR operates within a complex, multi‑campus, multi‑country university environment, where digital systems play a critical role in enabling efficient and modern HR service delivery. USP’s staffing, data, and HR processes span 12 member countries, each with different operational realities, connectivity constraints, and regulatory environments. As a result, the position must ensure HR systems are built and maintained in ways that support consistency, compliance, and high reliability across all campuses.
The role functions as a specialized digital partner to the Human Resources Department, supporting HR in modernizing its functions, enhancing user experience, and embedding digital ways of working. Operating through the Head of Digital Business Solutions and reporting to the Director ITS, the position sits at the intersection of technology, HR operations, institutional policy, and strategic transformation.
The position supports HR’s shift toward evidence-based workforce management, requiring strong data governance, accurate workforce analytics, and reliable system integrations. This includes ensuring HRIS platforms connect seamlessly with other enterprise systems—Student Services, Finance, Payroll, Planning, and Campus Operations—to enable integrated processes such as hiring, onboarding, contract management, payroll accuracy, workload reporting, budgeting, and staff mobility.
The role also operates within USP’s broader Enterprise Digital Services framework, which emphasizes cross-functional collaboration, standardization, and shared accountability for digital platforms. As USP modernizes its digital ecosystem through automation, process redesign, analytics, and improved system governance, the Digital Integration Specialist – HRIS plays a critical role in aligning HR systems with these institutional goals.

The position must navigate:

· Rapid changes in HR technology and user expectations

· Increasing security and data privacy obligations related to staff information

· Ongoing digital transformation initiatives across the University

· High demand for reliable, timely workforce data for strategic decision-making

· Need for user capability building across HR and non-HR stakeholders

The role also requires coordination with vendors, auditors, ITS analysts, HR business partners, and campus administrators, ensuring changes are well-governed, well-communicated, and successfully adopted across the institution.
In this environment, the Digital Specialist – HRIS must balance technical expertise, change leadership, and service orientation, ensuring HR’s digital ecosystem is robust, secure, integrated, and future-ready to support the University’s mission.
	KEY RESPONSIBILITIES/RESULT AREAS

	
	KRA
	High-Level Result
	Key Performance Indicators

	1
	HR Systems & Integration
	Deliver a fully integrated, automated HR digital environment that streamlines HR operations and connects HR with Finance, Student Services, and other enterprise systems.
	- Automate key HR lifecycle workflows
- Lead integration of HR workflows with enterprise platforms
- Maintain HR system uptime
- Resolve system issues within agreed performance standards

	2
	Data Integrity & Workforce Reporting
	Ensure HR data is accurate, consistent, and trusted for strategic workforce planning and institutional decision‑making.
	- Maintain HR data governance standards
- Monitor and validate data quality
- Deliver timely workforce analytics
- Produce dashboards for HR and leadership

	3
	Risk Management & Security
	Maintain a secure HRIS environment that protects staff information, ensures compliance, and mitigates system risks.
	- Enforce HR data privacy and security controls
- Conduct quarterly access reviews
- Monitor and mitigate digital risks
- Resolve security vulnerabilities

	4
	System Upgrades & Innovation
	Ensure HR systems remain modern, scalable, and efficient through ongoing upgrades and digital innovation.
	- Deliver HRIS upgrades and enhancements
- Drive technology-based process improvements
- Introduce digital innovations annually
- Align developments with ITS governance

	5
	User Capability & Change Management
	Build digital capability across HR and the University to support effective adoption of HR systems and new ways of working.
	- Provide HRIS training and support
- Lead change management initiatives
- Deliver user resources and guides
- Improve user adoption of HR tools


POSITION DIMENSIONS 
Staff Responsible for:

No direct reports. Expected to work with various other Business Analysts and Analysts/Programmers

Limits of Authority:

Financial: as per Financial Delegations as amended from time to time.
 Non-Financial: HR and Payroll related data in Banner; Staff and Student related data
Key Relationships /Internal and External Contacts: 

	External

· Internal/External Auditors
· Consultants
· Vendors

	Purpose of contact 

· Audit
· System Enhancements/projects

	Internal
· Executive Director People & Workforce Strategy, Heads of Academic Units, Heads of Non-Academic Sections, ITS, Country Directors, Finance & Administration Officers and general University staff.
	Purpose of contact 

· Collaboration, consultation and reporting



POSITION SPECIFICATION

Qualifications (or equivalent level of learning)
	Essential
	Desirable

	· Applicants must have a degree and a postgraduate qualification from a relevant discipline; and  
· Five (5) years of relevant experience and proven management expertise;  

	


Knowledge / Experience

	Essential
	Desirable

	· Strong experience in workflow automation, HR data, and system integration
· In-depth knowledge of the HR systems and platforms such as Banner HR, Oracle HCM, SAP HR, or similar HR systems
· Should have considerable expertise in database management, reports building and system enhancements 

· Experience in SQL, Programming, and project management.

	· Preference will be given to applicants with work experience in a higher education setting, with demonstrable achievements in Finance enhancements.


Skills
It is essential that the appointee has: 

· Strong organizational skills
· Excellent project management skills

· Excellent skills in software programming, database management and business process re-engineering

· Experience in managing multiple activities within tight deadlines

· Excellent inter-personal and communication skills
· Consultative and customer focused attitude

Personal Qualities

Essential qualities the appointee should have:

- Highly collaborative, able to work across HR and ITS teams.
- Strong attention to detail and commitment to data integrity.
- Results-focused, customer-centered, and adaptable to change.
TERMS & CONDITIONS

Salary: Level 3 (range) $81,690.16 to $100,073.95
Length of Contract: 3-year renewable
Other Benefits: As per USP policy and CA. 
APPROVAL

Supervisor name: 



Supervisor’s Signature:
__________________________

       Date: 

_________________________

Staff Name:






       


       Staff ID: 
            
Staff Signature:

__________________________

       Date: 

_________________________
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