Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title:
	Senior Payroll Administrator

	Post Reference:
	

	Reports to
	Payroll & Pensions Manager

	Department
	Finance

	Grade
	SCP 022

	Contract
	Temporary

	Location
	Bede Campus



OVERALL PURPOSE

ROLE PURPOSE

	· To ensure accurate, timely processing of all permanent standing data and temporary variations in accordance with policies and procedures.
· To ensure monthly processing of the College Payroll and the Bacs submission for payment in accordance with set deadlines.
· Maintenance of other Payroll processes within the department, in order to provide an efficient service to internal and external customers of the function.
· Control account reconciliations and validation of data input into College financial systems.




KEY ACCOUNTABILITIES 
	· Carry out month end procedures, including all month end tasks completed before closure of the pay cycle, closing of pay cycle and submission of BACS file to Finance, to ensure the processing of the monthly payroll is not compromised. 

· Production of year- end information for the financial accounts and statutory returns. 

· Ensure all monthly input and checking is performed accurately and in accordance with timetables, ensuring all staff are paid in an accurate and timely manner. 

· Processing of employee details, personal, contractual and financial. 

· Processing of all temporary variations. 

· Maintenance of sickness, maternity, paternity and adoption records, ensuring payment is made in accordance with set College policies.  

· Processing of any fixed amendments to salary in line with statutory requirements. 

· Checking of temporary and permanent input to the payroll system using relevant audit logs, system reports, and payslip checks. 

· To make any necessary adjustments to the payroll system, and raise additional or revised payslips   

· To make any adjustments to salary, calculating and addressing under and overpayments. 

· To assist in monitoring all salary changes e.g. equated pay, increments, pay awards and honorarium. 

· Completion of tasks in line with HMRC requirements, including, but not exclusively, download of HMRC notifications regarding Tax Code changes, Student Loans, Post-Graduate Loans and Employer notices. 

· To undertake the control of NI codes.   

· To undertake the day to day administration of the Pension Funds, liaison with pension authorities and ensuring all employee pension deductions are made in accordance with banding information from the pension schemes and ensure employees are notified accordingly of any banding changes; as well as ensuring compliance with pension auto-enrolment requirements in relation to all employees. 

· To assist with the preparation of year-end returns to statutory bodies, including but not restricted to pensions schemes and HMRC.

· Support with third party payments, ensuring accurate and timely submission of reports to Finance.

· Responsibility for end-to-end processing of Pensioners Payroll, including confirming eligibility of Dependants Pension when required. 

· Production and maintenance of various management information reports. 

· To complete any requests for information, internal and external. 

· Carry out staff inductions. 

· Maintenance of authorised signatory list. 

· To complete any adjustments to the Finance system ensuring that all payroll data is transferred to the Nominal Ledger. 

· To carry out reconciliations and ensuing adjustments to the finance ledger of payroll creditor accounts. 

· To carry out any ad hoc duties commensurate with the post, which may be necessary to fulfil the role of the College payroll section.

· Perform ad-hoc investigations as required.

· To work at any other College site or centre. 

· Any other duties as may be deemed commensurate with the grade of the post.

· Have due regard and take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.

· Uphold British Values, the College values and responsibilities with regard to equality and diversity.

· Understand and adhere to College Health and Safety policies and guidelines ensuring compliance with statutory legislation.
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	ASSESSMENT METHOD

	PERSON SPECIFICATION – Job Title Post Reference: 

	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	Qualifications
	
	
	
	
	
	
	

	CIPP Payroll Technician Certificate
	
	
	
	
	
	
	

	IT related qualifications e.g. CLAIT, EDCL
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Experience
	
	
	
	
	
	
	

	Experience of working in a busy office environment
	
	
	
	
	
	
	

	Experience of dealing with high volume input
	
	
	
	
	
	
	

	Experience of an integrated Payroll / HR system
	
	
	
	
	
	
	

	Substantial experience working in Payroll & Pensions
	
	
	
	
	
	
	

	Experience of working with Iris PS People System
	
	
	
	
	
	
	

	Teachers Pensions and LGPS administration
	
	
	
	
	
	
	

	Skills and Understanding
	
	
	
	
	
	
	

	Excellent IT Skills, including Microsoft packages
	
	
	
	
	
	
	

	Excellent Communication Skills
	
	
	
	
	
	
	

	Ability to organise, plan and prioritise workload
	
	
	
	
	
	
	

	Excellent understanding of HMRC and pension regulations
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	
	
	

	Suitable to work with children and young people
	
	
	
	Criminal records check via DBS
	
	
	

	Excellent interpersonal skills, ability to communicate with all levels of staff
	
	
	
	
	
	
	

	Commitment to working to deadlines
	
	
	
	
	
	
	

	Ability to work under own initiative
	
	
	
	
	
	
	

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	
	
	
	
	
	
	

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.

	
	
	
	
	
	
	

	To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
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