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JOB DESCRIPTION
(as at June 2019)

Job Title:
Payroll Officer

Responsible to:                                    Head of Finance
 
Functional Liaison with:                      
Main Purpose:                                      Administration of Payroll and payment of staff
Main Duties and Responsibilities
The following duties are not shown in order of priority or frequency, nor is the list comprehensive, but rather an indication of the type and level of duties expected of the post.

1. Assist in the preparation of information for sending to BACS and transmit such information once complete.

2. Collection and processing of payment instructions for a payroll of approximately 1000 staff including managers, full and part time lecturers and business support staff.

3. Collection, checking and validation of payment instructions (overtime claims, casual hours claims, travel & subsistence claims, etc) in accordance with standing instructions.

4. Collect, validate and correct all data prior to input into the payroll system on a monthly basis.

5. Assist in co-ordinating the transfer of payroll data from the HR Department, verifying all data prior to input.

6. Provide advice, guidance and support to the HR Department regarding SSP, SMP, NI, Tax and P45s etc.

7. Liaise with the payroll software provider regarding the implementation of any changes to the payroll system, e.g. Annual incremental review and payrises and any new features required by the Government/College group.

8. Assist in auditing, validating and obtaining approval of all proposed net payments prior to BACS transfer into employees accounts.

9. Agree all net pay and obtain approval from the Head of Finance and Vice Principal of Finance and Resources to make payments by BACS transfer.

10. Production of standard payroll reports for management
11. Calculation, validation and payment of monthly deductions of National Insurance, Tax, Pensions etc to external agencies.

12. Assist in processing monthly and annual returns to HMRC, Teachers Pensions Authority and Suffolk LGPS
13. Compilation of payroll analysis for input to the accounting system, and reconcile payroll to nominal ledger balances.
14. Preparation of the Monthly Claim Only employees spreadsheet for holiday entitlement

15. Maintain staff records in relation to calculation of payments, tax and national insurance.

16. Deal effectively with all pay queries.

17. Deputise for the Head of Finance and Payroll and Pensions Officer during periods of absence in relation to payroll matters.

18. Adhere to the Risk Management Policy and notify your line manager of any identified risk

19. Rotation of duties within the Finance department is actively practised and the post holder will be expected to undertake various other duties from time to time.

20. Any other duties commensurate with the grade of the post, as required by the Head of Finance.
Conditions of Service
1. New appointments to the College are subject to a twelve month probationary period.
2. Holidays: 24 days per annum plus public holidays - rising to 29 days per annum on completion of five years service.
3. Normal hours of work:  37 hours per week; 0830 - 1700 Monday - Thursday, 0830 - 1630 Friday but the department operates a policy of flexible working hours.

4. Contributory pension with the Local Government Pension Scheme run by Suffolk County Council.

5. This College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment. 

6. The job description is current at the date shown; it may change from time to time in negotiation with the post holder.
Person Specification
	Essential 
	Desirable 
	Evidence

	Qualification:

NVQ Level 3 qualified or working towards a qualification.  
Knowledge/Skills 

Good administrative and record keeping skills.

Strong IT and mathematical skills.

Good accuracy and attention to detail.

Competence in communication and organisational skills.

Microsoft Excel and Office.
Experience: 

Thorough knowledge of payroll and pension systems, legislation and procedures.

Personal Qualities: 

Ability to work on own initiative with the ability to see problems through to their resolution.
Ability to understand problems work through the issues to a successful outcome.
Ability to coordinate team activity and prioritise workload to ensure tasks are completed to deadlines.

Able to liaise with other departments and keep them informed.

A positive attitude towards ‘the customer’, and able to conduct sensitive conversations whilst adhering to financial guidelines.
Training:

A willingness to undergo any further training or development as, or when, appropriate.

	Qualification:

Knowledge/Skills:

Working knowledge of SAGE
Experience: 

Experience of working in a financial environment.
Personal Qualities: 


	I, A,
P, A, I,T, 

A, I, 

A, I,


KEY: A-APPLICATION, I-INTERVIEW, P-PRESENTATION/MICROTEACH, T-TEST 
General Data Protection Regulations (GDPR)

In line with national legislation, and organisational policy, all data will be processed in a fair and lawful way, for the specific purpose and not disclosed in any way incompatible with such purpose or to any unauthorised persons or organisations.  

Equal Opportunities
In accordance with the Equality Act 2010 the college operates a policy of equality and diversity which protects employees, students and people who access the College’s goods, services and facilities, from discrimination on the basis of ‘protected characteristics’ which include: age ,disability, gender, reassignment, marriage and civil partnership, pregnancy and maternity, race (colour, nationality and ethnic or national origins.), religion or belief, sex and sexual orientation.

DBS
The successful applicant will be required to complete and obtain a standard or enhanced disclosure check (role dependant) from the Disclosure and Barring Service. The cost of processing this will be £26 (Standard) and you will be required to make payment online via the safeguarding website before your employment commences.  Further information about the Disclosure and Barring Scheme can be found at www.homeoffice.gov.uk  or by speaking to a member of the Human Resources department.
