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ANALYST 2-PEOPLE OPERATIONS 

   

 
 

Summary 

Responsible for ensuring the data integrity of confidential employee information in the computerized 

Human Resources Information Management Systems (HRIS) for a multi -state, union and non-union, and 
global enterprise in multiple entities. 
 

Works with the HRIS team to ensure data integrity, and performs in trend analyses on historical 
turnover, recruiting, and staffing. Performs analysis of HRIS data for use in decision making and 
organizational efficiency improvement initiatives. Aggregates and performs statistical analysis on data 

based on requests from the business. 
 
Supports overall Human Resources compliance by keeping abreast of current and proposed legislation.  

 
  

 

Essential Functions 
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict 
the tasks that may be assigned. 

• Reviews and tracks new proposed employment legislation at the Federal, State, and local levels.  

• Participates in auditing of HR COE's to ensure compliance with internal employment practices and 

federal, state and local laws. Makes recommendations for corrective action.  
• Extracts, analyzes, and validates data on a daily basis to ensure all entry and removal of date was done 
accurately, including the use of proper coding across multiple systems. Researches and resolves 
inconsistent or inaccurate data when identified. 

• Acts as Subject Matter Expert for employment verification documents (I -9) and ensures process is 
compliant with Federal Law. 
• Develops and provides reports, including department metrics and analysis, along with special reports 

and queries, as required to Supervisor or other HR and Finance personnel in an accurate and timely 
manner. 
• Processes the most complex data corrections as required, ensuring proper communication with 

affected departments, systems (Success Factors, ADP, Outlook, etc.), and interface files to outside 
vendors. 
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• Participates on the installation and testing of new systems and/or upgrades. Assists with 
troubleshooting new data issues with vendor files (Service Awards, Form-I9, WOTC, Verification of 
Employment Equifax, UC Advantage), establishes the proper course of action to resolve them, and 

develops documentation for future reference. 
• Participates in the development of policies and procedures to ensure data integrity across the 
Company. 

• Maintains confidentiality regarding department related information.  
• Using lean methodology and tools, participates in the development and modification of procedures, 
processes and techniques, ensuring reference documentation remains current and process are efficient.  

• Maintains satisfactory attendance, to include timeliness. 
• Responsible for understanding and complying with applicable quality, environmental and safety 
regulatory considerations. 

  

 

Supervisory Responsibilities 

• N/A 
  

 

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Minimum Qualifications 

• Bachelor’s degree in Human Resources, Information Systems, Computer Science or Business 
Administration plus 3 year of Human Resources experience to include analysis; OR High School diploma 
or State-issued equivalency certification plus 7 years Human Resources or Information Systems 

experience to include analysis reflecting increasing levels of responsibility.  
• Experience managing privileged and confidential information.  
• Strong analytical and problem solving skills. 

• High level of attention to detail. 
• Strong written and verbal communication skills. 
• Intermediate MS Excel. 
• Basic MS PowerPoint. 

• Applies established procedures to situations that are non-routine in nature requiring some evaluation, 
originality or ingenuity. 
• Skilled in reading, comprehending, interpreting and executing simple instructions, short 

correspondence and memos. 
• Skilled in writing routine reports and correspondence.  
• Skilled in calculating figures and amounts such as percentages.  
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Preferred Qualifications 

• Bachelor’s degree in Human Resources, Information Systems, Computer Science or Business 

Administration plus 4 years Human Resources experience reflecting increasing levels of responsibility.  

• Data management experience using , ADP, or similar systems.  
• Skilled in the use of MS Word and MS Excel at an intermediate level.  

• Skilled in reading and interpreting documents such as safety rules, union contracts, operating and 
maintenance instructions, and procedure manuals. 
• Experience reading & applying complex legislation to the Winery environment. 
• Experience with lean tools. 

• Experience with auditing HR practices. 
• Experience writing routine reports, policy handbooks, correspondence and procedures.  

• Experience effectively presenting information and responding to questions in one-on-one and small 

group situations to customers, clients, and other employees of the organization.  
• Skilled in adding, subtracting, multiplying, using whole numbers, common fractions, and decimals.  

• Experience defining problems, collecting data, establishing facts, and drawing valid conclusions.  

• Skilled in applying common sense understanding and carrying-out instructions furnished in written, 
oral, or diagram form. 
• Experience dealing with problems involving several variables in standardized situations.  

• Experience performing duties and tasks that may be non-routine in nature, resolving most questions 
and problems, referring only the most complex issues to higher levels.  
• Skilled in time-management and organization. 

• Experience performing work that is varied and may be somewhat difficult in character, usually 
requiring evaluation, originality or ingenuity. 

 
 

 

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to sit; use hands to finger, 
handle, or feel; talk or hear. The employee is occasionally required to stand; walk; reach with hands and 

arms. Specific vision requirements include close vision. 
  

 

Work Environment 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate.  
  

 


