
UNIVERSITY OF SOUTHERN CALIFORNIA

Senior HRIS Analyst (Centralized)

Job Code: 165561

OT Eligible:

Comp Approval:

Provides technical expertise and support for the HRIS platform, specializing in particular HRIS 
modules while also having a strong working knowledge of all others. Manages all technical HRIS 
tasks for assigned modules including, but not limited to, designing enhancement opportunities, 
user accessibility, content updates and quality cleanup. Works closely with HRIS team to 
understand user requirements and identify configuration and data changes that enable strategies 
and day-to-day tasks for HR and university customers. Identifies enhancement opportunities and 
supports technical projects to improve end user experience and technical capability of the HRIS 
platform. Helps enable USC’s vision while championing USC’s culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

1/20/2022

______ Provides technical expertise in specified HRIS modules, overseeing and executing 
end-to-end support (e.g., Workday testing, configuration, enhancements, 
integrations). Designs, develops, enhances and maintains HRIS enhancements 
(e.g., employee and manager self- service functionality and workflows). Oversees 
testing enhancements, modifications, upgrades and functionality in order to confirm 
system capabilities and specifications.

______

______ Develops Human Centered Design processes and approaches to deliver a broad 
range of sustainable business process solutions. Engages in standard business 
analysis methodology, outlining problems, opportunities, and solutions and 
identifying process-improvement efforts across the organization.

______

______ Applies problem-solving techniques to provide HRIS production support. Leads 
and/or supports multiple, complex system enhancements and/or configuration 
projects to confirm system capabilities and specifications. Conducts long term 
HCM-related improvement projects to ensure compatibility with evolving business 
application landscapes and needs. Translates technical terms into digestible 
information when meeting with non-technical stakeholders.

______

______ Serves as subject matter expert for HRIS reporting capabilities. Tracks and 
analyzes HR systems metrics, enhancement requests and application issues. 
Maintains currency with platform technology, identifying and analyzing innovation 
opportunities and making recommendations. Utilizes leading practices to effectively 
anticipate, prioritize, analyze, and articulate problems, evaluate and document 
problem alternatives, manage constraints, and suggest interim and long-term 
solutions.

______

______ Provides leadership and training to other team members as appropriate, reviewing 
problem solving approaches, solution designs and testing results. Takes 
responsibility to ensure team activities are effective and meet business objectives. 
Serves as liaison with vendors on technical/support inquiries. Promotes 
contributions toward immediate and long-term goals. Provides clarity or realignment 
direction regarding scope, expectations, prioritization and other factors that 
influence goals.

______
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______ Ensures data integrity through regular validations, researching and reporting 
discrepancies and correcting and organizing data uploads as needed. Performs 
mass data updates, exports, imports and cleanups. Works closely with internal 
clients/users to drive requirements, devise and implement solutions and build new 
functionalities and/or upgrades. Facilitates and/or assists with 
enhancements/changes through large scale projects requiring existing system 
configurations.

______

______ Provides consultative services on best and most efficient ways to configure HRIS 
modules and solve configuration problems. Writes and delivers custom reports that 
summarize or analyze data ranging from simple to moderately complex to meet and 
support university business needs (e.g., open enrollment/benefits, performance 
management, absence management, compensation, payroll). Conducts data 
analysis on human resources data, as requested.

______

______ Promotes an environment that fosters inclusive relationships and creates unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics. Leads or participates in meetings to 
collaborate on efforts to find systematic and/or innovative HRIS solutions that meet 
university business needs.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

5 years

Minimum Field of Expertise:

Bachelor’s degree in business administration, statistics, mathematics, computer science, 
computer information systems or other related fields. Five years’ experience in  information 
technology, HRIS administration, and/or data analytics. In-depth functional and configuration 
knowledge of Workday, including HR business processes (e.g., benefits, 
performance/talent, recruiting). Ability to generate Workday reports. Understanding of 
Workday HCM concepts (e.g., position management, organizations, hierarchy, supervisory 
organizations). Extensive record of delivering end-to-end, user-centered products, 
considering stakeholder requirements, user research, market analysis, data, customer 
feedback, and technical constraints or opportunities. Experience developing test strategies 
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Supervises:  Level:

May oversee student, temporary and/or resource workers.

Preferred Education:

Master's degree

Preferred Experience:

7 years

and plans, using widely accepted test methodologies or frameworks and proven analytical 
and problem-solving skills. Proven ability to facilitate collaboration across a broad audience 
of stakeholders and drive consensus in alignment with policies, processes, and 
procedures. Ability to provide strategy and recommendations on design and development 
methodologies, and leverage lessons learned from past experiences to drive continuous 
improvement of application and business process solutions. Extensive experience leading 
and executing technical support for Workday enhancement projects. Strong ability to 
identify opportunities for process improvement. Proven experience establishing strong 
working relationships with a wide range of team members and clients, utilizing clear and 
effective functional documentation skills. Excellent written and oral communication skills, 
with experience presenting technical topics in a business-oriented fashion to non-technical 
audiences. Experience working with functional groups, utilizing time management and 
prioritization skills to make efficient, logical decisions in rapidly changing environments. 
Ability to lead and mentor others and experience managing small- to medium-sized 
projects. Ability to support concurrent projects, prioritize competing assignments, and work 
under pressure with tight deadlines and frequent interruptions.  Ability to use sound 
judgment in making decisions with minimal supervision. Ability to exercise discretion with 
confidential information. Ability to understand and work with large, complex systems. 
Experience with Microsoft Office.

Preferred Field of Expertise:

Advanced degree in business administration, statistics, mathematics, computer science, 
computer information systems or another related field. Seven or more years’ experience 
information technology, HRIS administration, and/or data analytics. Experience in higher 
education. Experience identifying workforce trends and strategic recommendations from 
workforce data and reports. Experience presenting data and insights in a digestible format 
for a variety of stakeholders. Excellent interpersonal skills, emotional intelligence, and 
relationship-building abilities. Experience communicating and partnering with internal 
partners.

Comments:

Evening or weekend work may be necessary to meet deadlines or solve specific problems.


