
 

 

 

 

Human Resources Manager (Administrator II) 

Human Resources Department 

Permanent Contract 

JOB DESCRIPTION 

Dublin City University (www.dcu.ie) is a research-intensive, globally-engaged, dynamic 

institution that is distinguished by both the quality and impact of its graduates and its focus 

on the translation of knowledge into societal and economic benefit. DCU prepares its students 

well for success in life, and in the workplace, by providing a high-quality, rounded education 

appropriate to the challenges and opportunities of the 21st century.  

 

Through its mission to transform lives and societies through education, research and 

innovation, DCU acts as an agent of social, cultural and economic progress.  As Ireland’s 

University of Enterprise, it is characterized by a focus on innovation and entrepreneurship and 

a track-record of effective engagement with the enterprise sector.  Excellence in its education 

and research activities has led to its consistent ranking in the top 50 of the of the world’s 

young universities (QS Top 50 under 50).  

 

The Human Resources Department  

Dublin City University is organised around five academic faculties with their associated 

Schools and Research Centres. There are also a number of supporting offices and units 

together with campus companies. The Human Resources (HR) Department is a central 

administrative department, which is responsible for providing a complete human resources 

service to these faculties, departments and campus companies.  

 

As the University continues to implement the Strategic Plan; Talent, Discovery and 

Transformation 2017-2022, the HR Department has a key role in supporting the University in 

achieving its objectives with a particular focus in the coming years on embedding the 

Incorporation and Integration of DCU, St Patrick’s College in Drumcondra, Mater Dei, and CICE, 

together with its broader objectives to value and develop our staff community. 



In order to deliver on these objectives, the HR Department is now seeking to appoint an 

additional Human Resource Manager. 

 

Role Profile 

Reporting to the Deputy HR Director for Projects, Systems and Processes; this HR Manager 

role will assist the Deputy HR Director in the development and implementation of an excellent 

HR service to the University. The post will support and drive a number of strategic and 

operational HR initiatives and will work closely with other members of the HR Management 

Team in achieving departmental objectives.  

 

The HR Manager role will be responsible for implementing key HR systems projects and other 

HR projects, as well as managing the day to day operations within their team. This will include 

a full process review of the key processes within their area of responsibility. The appointee 

will be an experienced senior HR professional with significant experience and a track record 

of delivering in the following areas: Project Management, HR technological solutions, and HR 

analytics.   

 

Key Duties and Responsibilities 

 Duties and responsibilities will include but are not limited to: 

• Working closely with Deputy HR Director for Projects, Systems and Processes and the HR 

management team, in order to ensure the alignment of the HR service to the University’s 

Strategy and requirements. 

• Managing and implementing HR systems projects and other HR related projects and 

initiatives, as assigned by the Deputy HR Director. Manage all stages of the Project 

Management cycle such as the Initiation, Planning, Execution and Closure stages. 

• Managing a team of HR Administrators and developing a seamless “end to end” service 

culture within the team, including identifying and implementing process re-engineering 

initiatives in order to improve efficiency and effectiveness of service delivery.  

• Identify opportunities to improve processes and strategies using technological solutions. 

Review “As Is” transaction and reporting processes across the HR Department to ascertain 

whether changes, including further automation, can be made to improve the overall 

process.  



• Provide back-up assistance for the Reporting area, as required; such as generating 

monthly reports to government bodies and reports within the University, as well as 

assisting Human Capital Plan initiatives.  

• Manage the engagement between Human Resources and external software vendors, in 

order to ensure that service levels are to the required levels. 

• Working in conjunction with the HR team to design and launch HR Service Level 

Agreements/metrics and ensure they are embedded within the University.  

• Accountability for promoting the ongoing professional development of his/her team 

through coaching, feedback, development plans, stretch assignments and other 

development methodologies. 

• Any other duties which may be assigned from time to time by the line manager. 

 

Qualifications and Experience 

Essential  

• A primary degree, preferably in Human Resources or a related area.  

• Minimum of 10 years proven experience in Human Resources; ideally gained across a 

variety of organisations, with a minimum of 5 years’ experience at management level.  

• Experience in a large and complex organisation, previous employment in a unionised 

and/or academic environment will be an advantage.  

• Experience of managing, developing and motivating a HR professional service team.   

• Experience of playing a lead role in organisation wide projects/initiatives. 

 

Desirable 

• Membership of the Chartered Institute of Personnel and Development (CIPD).  

• A recognised Project Management qualification will be an advantage e.g. PMI or 

equivalent. 

 

The successful candidate must display: 

• Experience of using and implementing HR technological solutions and HR systems, CoreHR 

will be a distinct advantage.  

• A blend of experience across Project Management, HR technology, Process reviews, and 

HR Analytics/Business Intelligence. 



• Demonstrated experience of managing organisation wide projects and initiatives covering 

all stages of the Project Management cycle such as the Initiation, Planning, Execution and 

Closure. 

• Experience of managing, developing and motivating a HR Administration service team. 

• An appreciation of the challenges faced by a University in the context of ongoing public 

service reform, would be a distinct advantage. 

• Excellent technical and analytical skills including attention to detail combined with the 

skill to communicate concisely.  

• Excellent interpersonal and influencing skills with a proven ability to build positive 

relationships with key stakeholders and colleagues at all levels both internal and external. 

• Strong organisational and prioritisation skills, with the capability to manage multiple 

priorities with competing priorities/deadlines. ` 

• Problem identification and solution skills (including core, conceptual and logical thinking) 

• Excellent communication Skills (including oral, written, report writing, presentations).  

• Ability to work independently and proactively and respond to the changing demands that 

arise in a fast-moving University environment.  

• Ability and willingness to work flexibly.  

 

Mandatory Training  

The post holder will be required to undertake the following mandatory compliance training: 

Orientation, Health & Safety and Data Protection (GDPR). Other training may need to be 

undertaken when appropriate. 

 


