ROLE DESCRIPTION

Post:




Payroll Lead









Sector/Section:


Human Resources

 

Grade and Salary Range:

SO1/SO2 points 32-34 (£38,808 - £44,837)
Full time/Pro-rata


Full Time
 

Fixed term/Permanent:

Permanent
Line Manager:
Director of Human Resources
Location:



Woodbury Centre



Hours of Work:

 
37 hours per week onsite
Flexibility is required as there will be occasions when evening and/or weekend working will be required.
Purpose and Objectives of Role:
Operational management and delivery of payroll and pension services for the College.
Provision of an efficient service to ensure monthly payroll is processed for staff in a timely and accurate manner.
Ensuring monthly and annual returns for HMRC, pension providers and other statutory bodies are processed to deadline and in an accurate manner.
Specific duties of the role:
1. To monitor the interface between human resources, payroll and finance to ensure that data is correct, appropriately integrated and processed.
2. Manage the payroll software provider – systems administration and service delivery.

3. Liaising with human resources to ensure the accurate flow of information in respect of starters; leavers; staff changes; overtime; expenses; deductions; sickness and other leave etc.
4. Work closely with the finance team and carry out the monthly salary reconciliation process.

5. To develop and implement processes to check and verify all payroll and pension information for accuracy.
6. Ensure the necessary data returns and required payments are made to the HMRC and other relevant statutory bodies are made to deadline and compliant with relevant regulations/ requirements.

7. Ensure the necessary monthly and year end data returns and required payments are made to Teachers Pensions (TP) to deadline and compliant with relevant regulations/ requirements.

8. Ensure the necessary monthly and year end data returns and required payments are made to Greater Manchester Pension Fund (GMPF) to deadline and compliant with relevant regulations/ requirements.

9. To manage TP and GMPF pensions administration in a timely and accurate manner e.g. opt out/ opt in; retirement applications; pensions queries.

10. Ensure all statutory requirements are met in relation to attachment orders.
11. To be the point of contact for all payroll and pension related queries for employees.

12. Prepare and submit routine payroll reports and annual returns and ad hoc reports on request.
13. Undertake pay modelling to inform management decisions.
14. Ensure all statutory requirements are met in relation to attachment orders.

15. Ensure that payroll and pension information is kept securely and processed in line with General Data Protection Regulations and the College Data Protection Policy.

16. Keep up to date with statutory changes and developments in relation to payroll, HMRC, TP and GMPF pension schemes.
17. To lead on payroll and pension audits.

18. To complete external returns for the Association of Colleges, DfE Workforce Survey, Office of National Statistics and any other returns deemed necessary. 
19. Carry out other such duties as may be determined by the Line Manager from time to time within the general scope of the post.

ROLE RESPONSIBILITIES

	
	
	

	Operations/ Decision Making
	
	

	Resources

	
	

	a)  Responsibility for Equipment/Materials/Health & 

     Safety/Accommodation
	
	

	
	
	

	· Responsible for the management of the payroll software.

· Responsible for all matters relating to the payment of wages, salaries and pensions.

· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.


	
	

	
	
	

	Contacts and Relationships

a) Internal 
	
	

	· Work as a member of a team to provide an efficient service to College staff, demonstrating a commitment to customer care at all times
· Working closely with Human Resources and Finance.

	
	

	b) External 

	
	

	· Payroll Provider, AOC, HMRC, Pensions, Legal & Government Agencies
	
	


	Information/Co-ordination


	
	

	· Maintain confidentiality.
· Ensure compliance with General Data Protection Regulations and the Data Protection Act 2018.
	
	

	· Ensure compliance with Computer Misuse Act 1990.


	
	

	Self and Professional Development 

	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity 

	
	

	· Meet quality standards set in the service area.

· Take responsibility for continuous improvement in area of responsibility.

· Ensure compliance with Bury College Equality & Diversity Policy
	
	


	PERSON SPECIFICATION
	
	Method of Assessment
	Essential/ Desirable

	PAYROLL LEAD
	
	
	

	
	
	
	

	QUALIFICATIONS
	
	
	

	· A degree in Payroll Management or an equivalent payroll qualification is desirable.

· Membership of the Chartered Institute of Payroll Professionals and a Level 3 qualification in Payroll (or be working towards this) is essential.

· A good standard of education including Maths and English GCSEs Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential.
	
	Application Form
	D

E
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	EXPERIENCE
	
	Application Form
	

	· Previous payroll work in an educational setting is essential.

· Experience of using the iTrent software to deliver payroll is essential.

· Experience of utilising iTrent to develop reports and enhance the provision of management information.
· Experience of compiling and submitting monthly MCR (TP) returns and iConnect (GMPF) returns.
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D
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	· Competent IT user, including ability to use the Microsoft Excel applications to an advanced level.
	
	
	E

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Interview
	

	· Excellent numerical and analytical skills.

· The ability to maintain a high degree of accuracy when working to deadlines is essential.
	
	
	E
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	· Excellent communication skills are essential.
	
	
	E



	· Excellent organisational skills and the ability to prioritise your own workload is essential.
	
	
	E



	· The ability to work under pressure and to deadlines is essential.

· Attention to detail is paramount

· Ability to produce clear and concise management information.
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	PERSONAL QUALITIES
	
	Interview
	

	· Attention to quality customer service.

· The ability to maintain confidentiality at all times.

· A committed and enthusiastic approach to working.

· A flexible approach to working.

· A self-starter with the ability to work with minimum supervision.

· Ability to develop productive working relationships within and outside the College with partner agencies.
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