[image: storyhomes.gif]
Job Description


	Job title: 
	Payroll Officer

	Department: 
	Human Resources

	Responsible to: 
	Head of HR

	Responsible for: 
	No direct reports



	Job Purpose
Accountable for ensuring the accurate and timely delivery of both weekly and monthly payroll operations. This involves overseeing all administrative tasks and processes associated with payroll, addressing employee payroll queries, and providing support in the preparation of monthly financial reports and relevant projects where necessary.

	



	Main Duties and Responsibilities
· Deliver a professional payroll service, in accordance with legal and regulatory requirements.
· Accountable for processing and reconciliation of a weekly and monthly payroll.
· Produce accurate management information, that provides insight as required.
· Identify areas of continual improvement of the payroll function.
· Ensure that all processes and procedures are documented and maintained to ensure business continuity.
· Liaise with sites and regional offices to assist with remuneration adjustments, obtaining authorisation when required to implement such changes.
· Maintain employee records within Cascade which include rates of pay/salaries changes and other basic changes where payroll is affected.
· Ensure pay awards and legislative compliance are observed.
· All attachments of earnings are processed and reconciled.
· Process holiday pay calculations.
· Calculate salary changes, back pay and pro-rata’d amendments where required.
· Process bonus and commission payments where required. 
· Process payments for starters and leavers accordingly.  
· Calculate and process all statutory payments.
· Processing of employee benefits e.g. Company Cars, Private Medical Insurance, etc.
· Raise P11d’s as required.
· Reconciliation of PAYE monthly and Class 1a NI on benefits annually.
· Process pension payments in accordance with legislation and company policy, such as auto-enrolment, uploading of contributions, and re-enrolment.
· Answering payroll enquiries from both site and office, including managers and employees.  
· The management of other pay and benefit related duties as and when required.
· Provide accurate information on the organisations benefits schemes such as bonus, pension, health insurance and pension, and ensure they are handled accordingly. 
· Manage systems and recommend modifications of upgrades as and when necessary.
· Support the team in any relevant project work, as deemed necessary by the Head of HR. 

	




	Key Attributes



	Core
· Strong knowledge of legal and regulatory payroll and pension related requirements 
· Ability to work on own initiative and as part of a team
· High level of attention to detail
· Ability to problem solve 
· Professional, with a high level of integrity and discretion
· Excellent communication skills
· Good time management 
· Analytical thinker
· Numerical skills
· Competent in using Microsoft Office, Excel and other IT Systems
 

	
	Desirable
· NA


	Qualifications/
Experience
	Core
· Experience of leading, organising, and processing a payroll service
· Experience of reconciling payroll through to the productions of BACS


	
	Desirable
· CIPP qualification 
· Member of Chartered Institute of Payroll Professionals




	Employee statement:  I confirm I have read and understood my job description

	Employee Name
	
	Date
	

	Employee Signature
	
	Date
	

	Line Manager Signature
	
	Date
	



It is a requirement of Story Homes that all staff work in a flexible manner compatible with their job and in line with the objectives of the company. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the business.
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