
JOB OPPORTUNITY 

Posting # 

_____ 
PLEASE QUOTE JOB POSTING # IN THE  SUBJECT LINE 

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in 

connection with your application may be sufficient cause for dismissal.  

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for 
an interview. 

Click APPLY and attach an up to date Cover Letter and Resume. 

POSITION:    

REGION:

HOURS OF WORK:

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed 
to a vision of promoting a welcoming community.  As a leader in the field, Community Living Toronto offers supports to over 6,000 
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with 
employment, community support, early childhood services and respite.

QUALIFICATIONS:

JOB SUMMARY:

RESPONSIBILITIES:

ashley.lawrence
Rectangle

mailto:careers@cltoronto.ca

	Untitled
	Untitled

	Posting: E22-200
	Qualifications: College diploma or Bachelor’s degree in Business Administration, Computer Science, Data Analytics or a related discipline. 3-5 years of in-depth knowledge of HR systems and experience in gathering and developing business requirements. Functional and technical knowledge of various HR system applications. Strong analytical, problem solving, and process redesign skills. Proven success in effectively balancing conflicting demands and priorities. Advanced proficiency with computers using MS Office (Excel, Word, Outlook), and other software programs needed to produce documents, reports, databases, presentations and communication vehicles for staff training and development. Ability to structure and conduct interviews to gather necessary information. Demonstrated ability to review complex contractual language to support in application of requirements.

Candidates must pass a medical and be free of contagious disease in accordance with applicable regulatory requirements and maintain appropriate immunizations, including providing proof of full vaccination against COVID-19 (including any recommended boosters/additional doses), subject to required human rights accommodation.  Should a candidate be unable to vaccinate for bona fide human rights related reasons as protected by the Ontario Human Rights Code, Community Living Toronto will assess whether or not accommodation is possible without undue hardship based on the obligations of this position.
	Job Summary: Reporting to the Senior Manager, Total Rewards, the HR Systems Analyst will be a key player in the design, development, implementation, testing, maintenance and enhancements of all Human Resources related technology. This position will provide functional and technical expertise in analyzing, designing, implementing and maintaining HR system solutions in support of organizational and business requirements, as well as utilizing technology to improve efficiencies. The HR Systems Analyst will also monitor data quality and integrity and proactively lead data remediation efforts. The HR Systems Analyst will analyze and implement new functionality to ensure optimum use and train users on the system. Other areas of responsibilities include project guidance and leadership in various HR system initiatives as well as participation in various internal and external committees, and other special projects.
	Responsibilities: HR Systems and Administration:
• Responsible for the day-to-day activities of Human Resources Information Systems (HRIS) including the maintenance, implementation, and integrity of the data 
  across systems.
• Support internal Human Resources groups with new functionalities (demonstrations, training, documentation).
• Maintain the integrity and reliability of the current system (security access levels & roles).
• Analyze, troubleshoot and carry out additional audits and analysis post-implementation to ensure governance is being followed.
• Provide technical guidance and direction to users at all levels, on the operation and maintenance of the system.
• Participate in the implementation of additional modules or interface with external systems.
• Provide and administrate standard reports to various stakeholders.
• Create and maintain a variety of reports using advanced Excel, or other business analytics tools including Human Resources metrics such as turnover, recruiting, 
  onboarding, demographic, and other key metrics.
• Perform analysis to provide relevant, credible, and actionable analysis to inform business diagnosis. 
• Mine data, extracting trends, contribute to presentations to provide leaders an overview of their business, key opportunities/challenges, and support decision making.
• Assist with monthly dashboards and data analysis for Senior Leadership and regular operational reporting.
• Responsible for Human Resources reporting, including creating, pulling and analyzing reports in HRIS.
• Support the maintenance and training of HR systems related modules and screens in HRIS.
• Complete process mapping and documentation on HR processes.
• Provide and/or coordinate trend analysis to add value to the HR reports.
• Conduct analysis and data review to ensure accuracy of data and integrations, updating systems as required.
• Conduct formal data audits to ensure reliable and compliant data.
• Ensure that change management concepts and activities are well integrated into the implementation and deployment of HR systems, processes and related projects.
• Act as a point of contact for HR team members for questions related to HR systems, processes and procedures.
• Contribute to the development and maintenance of best in class reporting practices to bring standardization and consistency to metrics and 
  reporting requirement associated with Human Resources – dashboard, turnover, headcount, recruitment metrics etc.
	Position: Temporary HR Systems Analyst
(Expected duration up to one year)


	Region: [Corporate]
	APPLY2: 
	Hours: 37.5 per week


