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EMPLOYER




                                                                                                                      
	Details:

	Job Title
	Payroll & Pension Officer

	Department
	HR

	Name of line manager & title
	Director of HR

	Salary (point or range)
	£19,957  per annum

	Location/Hours
	37 hours per week 

	Disclosure Barring Check Level 
	Enhanced Disclosure Barring Checks – children and adults

	Pension Scheme
	Local Government Pension Scheme


	Introduction and Job Purpose 

	To ensure the efficient operation of the College Payroll (Payrite) system & Teachers Pension Scheme and Local Government Pension Scheme administration.  

The post holder will be responsible for developing, implementing and maintaining data quality compliance.

The post holder will play a key role in developing high and consistent data quality standards and enabling compliance to coincide with audit requirements/statutory payroll and pension returns.  
The post holder will be responsible for preparing timely and accurate data returns and statistical reports for the College and external bodies in accordance with College statutory compliance.




	Macclesfield College Values 
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ACCOUNTABILITY
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AMBITION
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INTEGRITY
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RESPECT

	Values

	

	Macclesfield College values are an essential component of the College achieving its core principles and it is an expectation that these are adopted in all staff’s daily working.


	Key Accountabilities

	Customer - Learning & Skills Development
1 Maintain precise and timely employee payroll and pension records to ensure compliance with the College’s Pay and Pension Service Level Agreements and external requirements

2 Accurately input all payroll data into the College payroll on new starters, leavers and changes to ensure all staff are paid accurately and in accordance with payroll timelines
3 Ensure staff expenses and timesheets are input accurately and that submissions equitably follow College guidelines and claims are not overpaid

4 Provide members of staff as requested with relevant payroll and pension information in an informative, impartial manner without giving direct advice for them to be able to make informed decisions regarding pay and pensions


	Customer Quality
5 Respond in a timely and confidential manner to queries from all College Managerment and employees to ensure a high level of customer service in accordance with the College’s Pay and Pension Service Level Agreements 

6 Takes responsibility for ensuring all statutory pay and pension returns are submitted accurately to meet legislative requirements (LGPS, LS50 Annual Return and monthly contribution returns, Teachers Pension End of Year Certificate, Monthly Data Collection Return.)

7 Assist in the maintenance of correct staff pension records and the introduction and continuation of pension auto-enrolment processes to ensure the transition period runs smoothly and staff are fully informed of how changes affect them

8 Process all starters, leavers and staff changes including retirements for the LGPS and TPS Scheme

9 Ensures all payroll and pension documentation accurately reflects payroll system changes and is filed in a timely manner to enable a full audit trail

10 Apply consistently a full understanding of data protection regulations to ensure that confidential staff payroll and pension data is only released to those with relevant authority to view to protect the individual and the College.



	Customer – Business Development
11 Develops links and builds relationships with payroll software providers (FMP Global  

Payrite), Local Government and Teachers’ Pension providers and HMRC to support an efficient payroll service

	People
12 Contribute to a high quality professional HR Department through effective   

Communication, building relationships with all managers, staff and external bodies, ensuring confidentiality of pay and pension data and staff records.

13 Carries out effective continuous professional development in accordance with College CPD standards to ensure knowledge of payroll and pension legislative changes. 

14 Keep up to date with changing payroll and pension legislation to be able to answer staff individual pay queries to a satisfactory conclusion to ensure consistency of information and efficiency of service

	Resources

14  Responsible for the maintenance of the payroll system to ensure updates are carried out 

In an effective and timely manner in liaison with the Director of HR, the IT Department and FMP Global Payrite.

	Finance responsbilitties
15 Undertake the production of the monthly payroll including all calculations relating to pensions, PAYE and National insurance to ensure the College’s payroll is accurate and in accordance with all legislative requirements 

16 Perform manual calculations to calculate gross to net pay outside of the system to be able to advise staff on pay issues and ensure the accuracy of the payroll system

17 Keep up-to-date with statutory legislation that affects payroll and communicates this to all relevant people to ensure compliance

18 Keep up-to-date with statutory payroll payments to advise staff as appropriate to ensure continued compliance with statutory legislation

19 Carry out the payroll reconciliation process in accordance with the College’s Pay Service Level Agreement to enable accountability and to meet legislative requirements

20 Challenge discrepancies and inaccuracies in the payroll system to ensure integrity of the payroll and protect the College from dispute.

21 Ensure that the control accounts are reconciled on a monthly basis to meet financial regulations

22 Responsible for producing accurate data records required by auditors and external bodies to ensure compliance with financial regulations  

23 Ensure monthly payments to external parties are made in a timely and consistent manner in accordance with the Service Level Agreement to avoid fines and meet legislative requirements

24 Archiving of records in line with College Data Retention Policy.  

	Corporate and Departmental responsibilities
25 Support, at all time, the aims and objectives of Macclesfield College.
26 Undertake any other responsibilities commensurate with the post.
27 To undertake all aspects of the post in accordance with the College’s Equality and Diversity, Health and Safety and Safeguarding policies.
28 To comply with the College’s Data Protection policy in relation to the collection, use, storage and disposal of personal and/or sensitive information
29 To document procedures to ensure the College has a secure payroll and pension audit trail.
30 To undertake any other duties as may reasonably be expected, commensurate with  

the post, both within and, where required, external to the College

	31 Work closely with HR Team on all aspects of payroll and pension to provide the necessary support as and when required.


	Special Features

	The job description will be reviewed during the annual Probation/Performance Development and Review meeting, and will be varied in the light of the changing business needs of the College.

The job description is not intended to be exhaustive and is only indicative of the nature and level of the responsibilities associated with the post at the date it was drawn up.  The duties of the post-holder may vary from time to time without changing the general character of the post or the level of responsibility.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the terms and conditions of employment associated with the post.

No annual leave to be taken from mid-August to the end of September
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	Details:

	Job Title
	Payroll & Pension Officer

	Department
	HR 


AF = Application Form            I = Interview    T = Task   QA = Qualification Audit 
	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	CIPP Level 3 qualification, or equivalent experience      
	E
	AF/QA

	5 GCSEs at grades A* - C/ 4-9 or equivalent including Math’s and English, or willingness to work towards
	E
	AF /QA

	Nationally recognised IT qualification (for example ECDL, ITQ, GCSE or GCE)
	E
	AF/QA


	Skills & Abilities
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Excellent and demonstrable communication and interpersonal skills with all levels of customer, management, staff and external agencies to evidence a high quality payroll and pension service delivery
	E
	AF/I

	An excellent awareness of the changing face of payroll/pension legislation and an ability to keep fully up to date with all changes
	E
	AF/I

	Demonstrable ability to perform manual payroll calculations to check the validity of the system calculations
	E
	I

	Self-motivated with a pro-active attitude

	E
	AF/I

	Excellent IT skills with the ability to use Windows Office, Payrite and Teachers Pension Scheme & Local Government Pension Scheme software packages.
	E
	AF/I

	Ability to prioritise a busy workload to ensure targets and deadlines are met in accordance with fluctuating operating requirements
	E
	AF/I


	Experience and Knowledge
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Working Knowledge of the Local Government Pension Scheme and the Teachers Pensions Scheme, including auto-enrolment
	E
	AF/I

	Proven ability to meet internal and  external stakeholder deadlines in accordance with the HR Payroll & Pension Service Level Agreement’s
	E
	AF/I

	Knowledge of Pro-solution in an MIS setting
	D
	AF/I

	Team worker with a positive attitude to sharing skills and information 
	E
	AF/I

	Flexible approach to workload in a busy HR/Payroll and Pension environment
	E
	AF/I

	Proven ability to explain complex payroll and pension information clearly to College managers and staff


	E
	AF/I/T

	Proven ability to analyse figures and perform manual calculations
	E
	AF/I/T

	Proven ability to reconcile accounts


	E
	AF/I/T

	Demonstrable ability to produce financial reports for College Management


	E
	AF/I/T



                      Line Manager

	


Job Description





Person Specification 
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