
 

 

 

Employer: East Sussex County Council 

 

Role: Workforce Analytics Advisor 

Location:   County Hall, Lewes (from the office 2 days 

per week from Easter) and working from home for 3 

days. (Hybrid working) 

Closing date: 28th February 2022 

Salary: £18,933 per annum.  37 hours per week. 

 

What is the job? 

In this role you’ll join East Sussex County Council’s Workforce Data and Analytics Team as a Workforce 
Analytics Adviser. They are a small team of 5, including 2 apprentices, working to deliver all things people data 
and HR systems related to customers right across the Council. 
 
The Workforce Data and Analytics team is part of the council’s wider HR and Organisational Development 
(HROD) service. The HROD service has played a vital role in helping the Council meet the challenges of the 
pandemic and we will continue to play a big part in supporting organisational change as we move through 
recovery and into new ways of working in future. 

Key tasks: 

1. Maintain organisational structures within the Council’s HR Information System as instructed, including 

creating positions, amending budgetary codings and incorporating any new structures identified, resolving 

any problems encountered. 

2. Provide workforce reports in a structured and accurate format, ensuring that they are in accordance with the 

guidelines, time scales and instructions of corporate and departmental clients. A high standard of both 

presentation and customer service is required. 

3. Assist in the provision of appropriate data for corporate monitoring and projects including the development 

of corporate workforce plans, producing charts and graphs when required for high quality presentation. 

4. Assist with the cleansing and auditing of data held on the HR Information System and offer solutions for 

improving data accuracy. 

5. Maintain accurate and effective manual and computer-based records to support the efficient operation of 

Workforce Data and Analytics, inputting data onto both local and corporate IT systems.  To include applying 

the provisions of GDPR to all personal data. 

6. Research and provide information for benchmarking purposes and support appropriate networks and 

partnerships, working positively and consulting with others to achieve agreed outcomes. 

7. Assist with the administration of associated HR systems, such as the absence reporting system, Health and 

Safety and Learning Portals and the temporary agency staff contract. 

8. Assist with the preparation of responses to Freedom of Information requests, as required. 

Supporting East Sussex residents, living in supported 

and temporary accommodation, to secure an 

apprenticeship or employment, and permanent housing. 

 



 

 

 

9. Contribute to maximising the potential of IT solutions across HROD to build capacity and improve service 

delivery. 

10. Manage workloads in line with quality standards, agreed time scales and costs. 

11. Provide administrative support to the Workforce Data and Analytics Team and other teams within HROD, 

as required. 

What skills do I need? The top 3 skills for this post are: 

1. Able to communicate concisely both written and orally, particularly with email 
2. Intermediate IT skills, particularly Excel.  Internal training on Excel can be provided but you will need to 

start with a minimum basic level of capability. 
3. Being organised and analytical    

What attributes do I need for this post? 

Excellent multitasking skills, good use of technology and an aptitude for analysing statistical information, self-

motivated, pay attention to detail and able to take instructions.    

What experience do I need? 

No experience required but must have a good standard of maths and English, relevant academic 
qualification such as GCSE’s or Functional Skills, or be able to demonstrate ability.  An understanding of 
HR systems would be an advantage, but not essential. Must be enthusiastic to learn.  

What else does the job offer? 

On the job training will be provided.  You will be supported and guided through your learning.  East Sussex 

County Council has internal training opportunities and excellent progression into well paid positions.  

 

Further Information  

An IT kit is provided for working from home.  An internet connection is essential.  If you’re unable to work from 

home long term, there may be the option to work full time in the office after April.  

Working for East Sussex County Council and employee benefits:  

Employee benefits | East Sussex County Council 

Please refer via Moving On Up movingonup@sussexcommunity.org.uk 

 

https://new.eastsussex.gov.uk/jobs/benefits
mailto:movingonup@sussexcommunity.org.uk

