
UNIVERSITY OF SOUTHERN CALIFORNIA

Human Resources Analyst

Job Code: 117156

OT Eligible:

Comp Approval:

Identifies and helps solve human resources issues to support strategic initiatives and operational 
activities. Collaborates with staff and leadership to apply leading practices in all HR initiatives and 
activities. Provides guidance and consultation regarding relevant policies, regulations, procedures, 
trends and issues. Manages expectations for outcomes while balancing priorities and adhering to 
timelines. Analyzes and evaluates data to pinpoint areas of improvement and establish success 
metrics. Champions the university’s vision, culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

9/15/2020

______ Identifies data sources, systems and tools that enable analytical work for human 
resources objectives. Maintains attentive and responsive lines of communication 
with peers, colleagues and departmental leaders. Shares analyses and takeaways 
with departmental leaders, demonstrating synthesized understandings of a key 
performance indicators to inform strategies.

______

______ Gathers data to improve HR relationships with and services to business units. 
Provides guidance and consultation regarding HR-related policies, regulations, 
procedures, trends and issues (e.g., labor laws, payroll, salary equity). Collaborates 
with university stakeholders as needed to support departmental goals. Implements 
tasks and projects with clients in mind, leveraging design-thinking principles to 
address complex challenges.

______

______ Adapts quickly to shifting requests based on resources and timing. Learns new 
systems, analytical skills and/or approaches to project work. Solicits manager 
feedback and insights and proactively incorporates suggestions into continuous 
improvements. Performs root-cause analyses to uncover the sources of issues, 
escalating roadblocks to appropriate colleagues.

______

______ Serves as a university brand ambassador. Contributes to an inclusive environment, 
building and maintaining strong cross-functional relationships and a deep 
understanding of organizational and university cultures. Upholds the principles of 
the USC Code of Ethics. Demonstrates alignment to strategic plans and priorities 
of the organization and university through words, actions and ideas.

______

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

each job function to position.

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: No
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JOB QUALIFICATIONS:

SIGNATURES:

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.

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

3 years

Preferred Education:

Bachelor's degree

Preferred Experience:

5 years

Minimum Field of Expertise:

Three years’ experience in human resources, project management and/or business 
administration, tracking projects in detail aligned to timeframes. Experience gathering data, 
creating analyses and reports, and identifying patterns and translating meanings. Ability to 
support concurrent projects, prioritize competing assignments, and work under pressure 
with tight deadlines and frequent interruptions. Demonstrated organizational skills and 
ability to think strategically and creatively. Excellent written and oral communications skills, 
with precise attention to detail and the ability to exercise discretion with confidential 
information. Experience presenting data findings/reports and suggesting resolutions. 
Excellent interpersonal skills, emotional intelligence and relationship-building abilities to 
provide support/guidance as needed. Ability to work independently and proactively, using 
sound judgment in making decisions with minimal supervision. Proficiency with Microsoft 
Office.

Preferred Field of Expertise:

Bachelor’s degree in business administration, finance, psychology, communications, 
computer science or other related fields. Five years’ experience in human resources, data 
analysis, project management and/or business administration. Experience in higher 
education. Knowledge of continuous improvement processes or change management 
practices, able to provide proactive approaches for solutions when next steps are 
ambiguous. Experience drafting outlines for strategic initiatives, able to help define new 
projects and ideas while estimating reasonable project timelines. Ability to assist the 
development and modification of departmental/university guidelines, procedures, policies 
and documentation for efficiency. Experience with project portfolio management (PPM) 
tools.



Human Resources Analyst - Job Code: 117156 Page 3

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


