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Job Title:		Payroll Manager
Salary Range:	 £40000 - £50000 DOE
Responsible to:	Head of Human Resources
Main Location:	Main Location Head Office with travel to other sites
Working Pattern:	AYR,  37 Hours per week 
Purpose of Job:	Key Responsibilities 
•	Be responsible for the management planning and execution of payroll processes and systems
•	Be responsible for the development and coordination of business-wide processes and procedures for payroll management.
•	Be responsible for the development of an new integrated payroll-HR database, taking a lead on identifying improvements to the systems and playing a lead role in the implementation.

This is an exciting opportunity to join the Trust at the beginning of a journey of transition, development and growth within the multi-academy trust. The Payroll Manager is a new in house role and will manage all aspects of the payroll for c640 employees across 10 Academy Schools within the Greater Manchester Area. The Trust has an ambitious growth strategy anticipating c4000 employees and 68 Academy Schools by 2030. This will provide significant career progression opportunities within our central team who deliver a suite of professional services to our schools.
The successful candidate will be:
· Highly professional with a hands on approach.
· Flexible and adaptable with the ability to advocate, adapt and embrace change.
· [bookmark: _Hlk152749057]Able to create and develop a progressive and high performing team.
· Computer literate and proficient using Microsoft 365 and mid-level HRIS systems. 
· Experience of iTRENT is essential .
· CIPP level four or above qualified (or equivalent experience) 
· An excellent communicator, with attention to detail, and the ability to influence at peer and senior level.
· Comprehensive in their knowledge of payroll legislation, regulation, and tax compliance 
· Familiar with in-house payroll , ideally  stand-alone with supervisory aspects.
· Experienced in internal and external auditing processes
· Possess strong analytical and problem-solving skills
· Work well under pressure, working accurately with attention to detail, and meeting deadlines.
Closing Date: 14th January 2024
St Teresa of Calcutta Catholic Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  The successful candidate will be subject to enhanced DBS checks and satisfactory references, including your suitability to work with students.  
Please send all queries to recruitment@stoccat.org.uk 

JOB DESCRIPTION
	Job Title:
	Payroll Manager

	Grade:
	Salary Range £40000 - £50000 DOE

	Responsible to:
	Head of Human Resources

	Main Location:
	Main Location Central Office with travel to other sites if required

	Working Pattern:
	All Year Round, 37 Hours per week 

	Purpose of Job:
	Key Responsibilities 
· Be responsible for the management planning and execution of payroll processes and systems
· Be responsible for the development and coordination of business-wide processes and procedures for payroll management.
· Be responsible for the development of an new integrated payroll-HR database, taking a lead on identifying improvements to the systems and playing a lead role in the implementation.



Main Duties 
Strategic

· Be responsible for the delivery and effective operation of payroll processes. 
· To work with the Head of Human Resources, to ensure that they receive information and reports as required. 
· Ensure that the values, principles, and mission of the Trust are evident in the discharge of the duties of the post and share and act on best practice across the Trust.

Operational 

· Ensures compliance with all relevant legislation maintaining confidentiality and high professional standards.
· [bookmark: _Hlk152748986]Manage the team by setting objectives, prioritising workload and developing and recommending changes in policies, procedures, and methods. These tasks ensure proper control, improvement, and efficiency of the Trust payroll function.
· Participates in projects relating to the development of an integrated payroll-HR database, taking a lead on identifying possible improvements to the systems and playing a lead role in the implementation.
· Responsible for the preparation and verification of the business's payroll data for the purpose of ensuring accurate and timely payments for staff.
· Ensure timely and accurate processing of payroll transactions including salaries, benefits, taxes, and other deductions.
· Ensures accurate and timely processing of payroll updates including new staff, terminations, and changes to pay rates.
· Analyse and provide timely employee and payroll information for the Trust, delivering and developing reports for internal and external parties as required.
· Take ownership of issues and their resolution and monitoring of support tickets.
· Support internal and external auditing processes


Additional Duties

· Comply with and assist with the development of policies and procedures relating to child protection, Health & Safety and security, confidentiality, and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all. 
· Contribute to the overall ethos/work/aims of the Trust. 
· Develop constructive relationships and communicate with other agencies/professionals. 
· Participate in training and other learning activities and performance development as required. 
· Recognise own strengths and areas of expertise and use these to advise and support others. 
· To undertake any other duties appropriate to the grade of the post as requested by the COO/Head of Human Resources

General Responsibilities 
· Attend and participate in staff meetings, training, and briefings as appropriate.
· Be aware of, and comply with all Trust policies and procedures, in particular those relating to child protection, health, safety and security, financial management, confidentiality, and data protection.
· Contribute to the overall ethos, work, and aims of the Trust
· Committed, passionate, dynamic, and supportive. 
· Innovative and high performing. 
· Commitment to the principle of working collaboratively with other schools within the St Teresa of Calcutta Catholic Academy Trust. 
· Ability to relate well to children and adults.  

These duties are neither exclusive nor exhaustive, and the post holder will be required to undertake other duties and responsibilities, which the Trust may determine. Please note that the successful applicant will be required to comply with all Trust Policies. 
Location:  
The role based in the central office with travel to other sites if required

 
The Trust is committed to the safeguarding and promotion of the welfare of all children and young people in our care. Applicants must be willing to undergo an enhanced Disclosure and Barring Service check and overseas police checks (where applicable). Please see STOC’s Safeguarding and Recruitment Policies for further details.  All staff have a key role and responsibility in this area and will be subject to an Enhanced Disclosure check.  
 It is the practice of this Trust to periodically to examine employees’ job descriptions and to update them to ensure that they relate to jobs as they are being performed, or to incorporate whatever changes are being proposed. It is the Trust’s aim to reach agreement on any 
alterations.    






Person Specification

	
	
	Essential / desirable
	Evidence

	Qualifications
	CIPP Qualified (Minimum of a level four)
	E
	A/I

	Knowledge &
Experience:
	Experience within the Education or Academy Trust sectors or an education setting.
	D
	A/I

	
	[bookmark: _Hlk152749084]Experience of managing and developing a team
	E
	A/I

	
	Experience of working within rapid change and growth.
	E
	A/I

	
	Knowledge of public sector pension schemes
	E
	A/I

	
	Comprehensive knowledge of payroll legislation, regulation, and tax compliance
	E
	A/I

	
	Relevant  in-house payroll experience, ideally  stand-alone with supervisory aspects.
	E
	A/I

	
	Experience of internal and external auditing processes
	E
	A/I

	Technical Skills & Ability
	Highly proficient in Microsoft 365, Excel advanced and mid-level HRIS systems, specifically i-TRENT.
	E
	A/I

	
	Experience of working with system teams when installing and testing updates/upgrades and hot fixes.
	E
	A/I

	
	Ability to take ownership of issues and their resolution and monitoring of support tickets.
	E
	A/I

	Personal characteristics
	Excellent communication skills, with attention to detail, and the ability to influence at peer and senior level.

	E
	A/I

	Equal opportunities 
	To be sensitive to any matters relating to discrimination and take positive steps to ensure that equality of opportunity is provided to all
	E
	A/I
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