
[image: image1.jpg]SPARSHET












Job Description

	Job Title:     
	Payroll and HR Systems Officer


	Grade:

Location:
	Business Support
Sparsholt campus



	Responsible to:
	HR Data & Systems Officer


Introduction

The Sparsholt College Group’s Vision and Values are embodied in the following statements:

1. The acquisition of knowledge which is linked to tangible skills development in a safe learning environment is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. SCG is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.

2. The Group is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.

3. The Group is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College.

What Will I Be Doing? (Contribution Statement) 
The post holder will support the provision of an efficient and effective payroll, pension and HR Systems service to managers and staff of the Sparsholt College Group (SCG).
Working with the HR Data and Systems Officer, you will ensure that all SCG payroll related policies, procedures and systems meet legal requirements and operational needs and properly implemented to provide the SCG with a reliable, accurate and customer focused robust payroll service.
As part of the HR team, the post holder will provide a high standard of customer care to the management and staff of SCG, liaising with and supporting team members as required.
Main Duties and Responsibilities

1. Monthly Payroll Processing

i. To ensure the timely and accurate input and processing of the monthly payrolls and of the subsequent BACS transmissions and other payment methods. 

ii. Utilising the payroll system to accurately calculate payments of SSP, OSP, Maternity Pay, etc. for processing and payment. 

iii. To produce and ensure electronic distribution of payslips prior to monies being paid into bank accounts. 

iv. To produce and distribute in a timely manner, individual payroll related documentation e.g. P60s and P45s.
v. To respond to queries from staff, providing explanations of pay as necessary.

2. Control and Management of Information

i. To provide, in conjunction with the HR Manager, accurate payroll interface information to SLT, Finance and other personnel as appropriate.

ii. To liaise with the Finance Department on payroll related matters, providing reports and advice as required.
iii. To provide advice and information to management and employee on all payroll and pension statutory requirements and issues in a timely manner in line with good practice and SCG policies and procedures.

iv. Liaise with the HR Manager and HR Data and Systems Officer to monitor and develop the payroll and associated issues; identifying, proposing and implementing improvements to processes, database management, documentation etc.

v. To maintain all payroll information and records, related files and documentation in accordance with the Data Protection legislation and statutory requirements (to include paper archiving). 

3. Statutory and Regulatory returns

i. To reconcile, prepare and complete all tax year end pay related statutory documents and reports in accordance with, and to comply with, legal requirements e.g. P35, P60 etc
ii. To provide accurately completed returns and/or payments in a timely manner in respect of Income Tax, P11Ds, National Insurance, Pension Funding Bodies, Statutory Sickness Payments, Statutory Maternity Payments, County Court Orders, Voluntary Deductions, Employee Benefits, Government Departments, Bank and Financial Institutions, etc.

4. Pensions

i. To administer the various pension schemes (LGPS, TPS and NEST) in accordance with the regulations of the schemes.  This will include, but not be limited to: completing new starter notifications, leaving notifications and pension returns within the timescales of the regulations of the scheme.
ii. To ensure staff who are leaving and retiring from the SCG are provided with information as appropriate.

iii. Provide information and reports to management as required.
iv. To administer the SCG’s responsibilities under pension auto enrolment.  Liaising with the Pensions Regulator as required.
v. To maintain a detailed knowledge of current and future changes to pension scheme rules and in conjunction with HR Manager ensuring changes are properly incorporated into the policies and procedures for pensions within the SCG and that information about changes is provided to managers and pension members as appropriate.
5. HR Systems Administration
i. To assist with the systems administration of the manager and staff HR self- service system.  
ii. To co-ordinate and administer the SCG’s procedures for staff purchasing additional leave.

iii. To administer the production and return of annual log sheets for staff who work less than 52 weeks per annum.

iv. In conjunction with the HR Data and Systems Officer, liaise as required with IT Services to ensure all system (CHRIS21) upgrades are made in a timely manner to ensure compliance with statutory requirements.  To undertake user testing as required.
6. Policies and Procedures
i. In conjunction with the HR Manager and HR Data & Systems Officer, to develop and maintain appropriate and transparent payroll policies and procedures to ensure best practice in payroll management and to ensure that statutory, contractual, audit and quality control measures are met.

ii. To maintain a detailed knowledge of current and future changes to payroll legislation ensuring changes are properly incorporated into the policies and procedures of the SCG payroll function. 

7. Other

i. To liaise with internal and external auditors on payroll and pension issues as required.
ii. To provide tuition and coaching to relevant members of the Human Resources Team (as agreed with the Human Resources Manager) on payroll and associated issues, ensuring necessary cover is available in times of absence or high workload.

iii. To provide cover and support for other members of the team during holidays and sickness absence.

iv. Maintain and develop effective communication, liaison and relationships with all staff.

v. Participate in appropriate SCG meetings/ working groups. 

vi. To participate in the SCG’s appraisal process

vii. Undertake and deliver appropriate staff development/ training to members of the HR team or others (e.g. finance staff), as required. 
viii. To comply with and promote SCG’s Health and Safety policies and take appropriate responsibility to ensure the health and safety of self and others

ix. Ensure compliance with and implementation of all SCG policies and procedures in respect of Equality and Diversity and pursue the achievement and integration of Equality and Diversity throughout all SCG activities

x. Assist the organisation in its compliance with Data Protection, Freedom of Information, Computer Misuse, copyright and information retention legislation

xi. Ensure compliance with and implementation of all SCG policies and procedures in respect of Safeguarding legislation.
xii. To undertake such other reasonable duties as may be required from time to time and review this Job Description at least annually with the HR Manager through the SCG appraisal scheme
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Notes:

This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the College following consultation with the post holder. 

The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by a member of the Strategic Leadership team.

Person Specification/Competency Profile

When completing your application form please evidence how you fully meet each of the essential criteria 

	skills and core competencies
	How Measured

	Technical competency and knowledge (qualifications and training)
1. Payroll administration qualification – minimum level III (D), IPP Level V desirable (D)

2. Evidence of strong, up to date knowledge of effective payroll administration, payroll legislation, policies, procedures, best practice and their application or willingness to attain(E)
3. Good knowledge and experience of operating a computerised (payroll) system, plus excellent IT skills (including Excel) (E)
4.   Good standard of education, including GCSE grade C/4 or above, or equivalent, in Maths and English (E)

	Qualification certificates

Application, interview, written exercise, CPD certificates
Application, interview, exercise

Qualification certificates

	Experience, knowledge and judgement
1. A history of effective involvement in a broad range of payroll activities including up-to-date knowledge of:

· Statutory and HMRC requirements including IR “Gateway” (D)
· Relevant legislation e.g. SSP/ SMP/ statutory holidays (D)
2. Experience and up to date knowledge of LGPS & TPS scheme administration (D)

3. Knowledge of parameters of record keeping as relates to payroll and ability to keep accurate records (D)

4. Knows when and where to use judgement, and when and where to seek help or appropriate guidance. (E)
5. Takes appropriate and relevant information into account before making decisions (E)
	Application, interview, written exercise

Application, interview

Application, Interview

Interview

Interview

	Managing and developing the business, clients and services (skills and attributes) 

1. Able to understand and operate in a way to support SCG’s core business, strategic priorities, values and customer needs (E)
2. Challenges the way things are normally done, seeks continuous improvement through enhanced services and delivery arrangements, whilst continuing to deliver core requirements. (E)
3. Well organised and methodical in working methods (E)
	Application, interview 

Application, interview

Application, interview


	Personal qualities, communicating and relating to others.

1. Self motivated, positive thinking and a ‘can-do’ attitude. (E)
2. Strong customer focus (E)
3. Able to communicate effectively verbally and in written form. (produce, accurate and timely written reports) (E)
4. Maintains and develops effective communication, liaison and relationships (E)
5. Track record of  managing and prioritising a substantial workload and meeting deadlines (E)
	Application, interview

Application, interview

Application, interview, written exercise
Interview

Application, interview,


	Leading, relating to, and developing others

1. Works effectively as part of a team, ensures colleagues are appropriately involved and informed. Shares knowledge and learning with colleagues (E)
2. Establishes and maintains effective working relationships with colleagues and external contacts, all levels. (E)
3. Seeks relevant information on the different ways that colleagues work, to properly understand their needs and pressures, and the environment in which they operate. (D)
	Application, interview

Application, interview

Application, interview



	Other

1. Ability and willingness to work flexibly (very occasional need to work evening, weekend) to meet the needs of SCG (E)
	Interview



