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Job Description


	1.	JOB DETAILS
	

		Job Title:	Payroll Administrator


Last updated: January 2018

	Reports to: Payroll Manager

	
	



	2.	JOB PURPOSE

	For the completion of the monthly payroll runs and associated duties for a number of group schools and other associated entities The role will also encompass supporting the Payroll Manager in the subsequent accounting for and reporting PAYE and NI to HMRC both on a monthly and annual basis and the administration of the various group pension schemes including TPS, a number of LGPS’s and Work Place Pension scheme. 




	3.	DIMENSIONS

	This role liaises with specific group schools and third party providers and other monthly and annual reporting duties to bodies such as HMRC, TPS and various LGPS’s. You will be working closely with the HR department and all other finance functions across the group.



	4.	ORGANISATION CHART
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	6.	KEY RESULT AREAS

· Process the monthly payroll for a number of schools ensuring accuracy and timely completion.
· Building an excellent relationship with key individuals in the schools to ensure an efficient and accurate completion of the various payrolls.
· Ensure that all month and annual returns/submissions/payments relating to specific school’s payroll taxes/deductions and pensions are up to date, accurate and performed in a timely manner so that the group is compliant with all current legislation and best practice.
· Liaise with the TPS and all LGPS providers to ensure all deductions and submissions are prepared and made accurately and that the company and its employees are benefiting from the internal expertise of the department.
· Ensure that as an individual you are complying with current legislation by attending courses and updates on all aspects associated with payroll.




	7.	COMMUNICATIONS AND WORKING RELATIONSHIPS

School HRA’s – Discuss payroll amendments and queries, timetables and deadlines.
Central office staff – liaise with other central office departments especially regarding payroll queries.
 Third parties – liaise with HMRC and pension providers regarding queries raised by the third party and by employees.

	

	8.	SCOPE FOR IMPACT

Strengthening relationships between the central office and schools – the building of these relationships allows greater understanding of the complications and difficulties of the payroll associated processes in both the schools and central offices helping to maintain a good working environment




Group Financial Controller


Payroll  Manager


Senior Pension Administrator


Senior  Payroll
Administrator


Payroll Administrators x 4


Administrator to Payroll and Pensions
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