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	Job Title
	Payroll Officer

	Business Unit
	Central Services 

	Location
	Burton Upon Trent

	Reports to:
	Payroll & Benefits Manager

	Role Information:
	· Monday – Friday
· 39 hours
· Smart working option up to 40% working from home

	Purpose
	The Payroll Officer plays a pivotal role in ensuring the accurate and timely processing of payroll for all employees within the organisation. Reporting directly to the Payroll & Benefits Manager, the incumbent will be responsible for coordinating day to day payroll operations, executing monthly end to end payroll processes and reporting, as well as providing supervision and guidance to Payroll Administrators. This role demands meticulous attention to detail, strong organisational skills, and a comprehensive understanding of payroll regulations and procedures.

	Main
Responsibilities:
	· Coordinate and oversee the day to day operations of the payroll function.
· Execute monthly payroll processes accurately and within established timelines.
· Ensure compliance with statutory regulations and internal policies related to payroll processing.
· Effective sickness and statutory leave administration.
· Maintaining pay records, employee records, leave records and related information.
· Accurately processing benefits administration.
· Review and validate payroll data to ensure accuracy and resolve any discrepancies.
· Supervise and provide training to Payroll Administrators, ensuring their adherence to established procedures and standards.
· Collaborate with HR and Finance departments to resolve payroll-related queries and issues.
· Provide comprehensive guidance to managers and staff in relation to payroll queries, company policy and correct processes.
· Administrate payroll & benefit email mailboxes.
· Prepare and submit payroll reports to relevant stakeholders.
· Stay updated on changes in payroll legislation and regulations to ensure compliance and inform process improvements.
· Work with the wider HR Team to find and implement improvements in efficiency and service of the department.
· Assist in the implementation of payroll system upgrades or enhancements.
· Maintain confidentiality of data and security, ensuring compliance with GDPR.

	Specific Duties:
	· End to end processing for all UK and Republic of Ireland payrolls.
· Process starters, leavers, and contractual changes accurately and in a timely manner.
· Preparing payroll management reports.
· Calculate and process statutory deductions including taxes, National Insurance contributions, and pensions.
· Monthly reconciliations of payroll and benefits, BACS, Nominal, Headcount allocation, in readiness for the appropriate authorisation.
· Produce employee payslips, P45’s, RTI reconciliation, including submission to Stakeholder and third-party providers.
· Assist with year-end processes including P60 issuance and reconciliation.
· Assisting with Auto Enrolment regulations including monthly pension reconciliations, re-enrolment processes, documentation, communication, submission to third parties.
· Processing monthly allocation of employee company car benefits, P46 submission to HMRC, quarterly reconciliation between Fleet and Expense & Benefit data.
· Coordinate with external vendors for outsourced payroll activities, if applicable.
· Assist in the preparation of payroll related documents for audits.
· Provide project administration support as required on a number of organisational change projects.
· Any other duties as directed by Payroll & Benefits Manager.


	Qualifications & Skills:

	· Bachelor's degree desirable in Payroll, Finance, Accounting, or related field.
· Proven experience in payroll processing and benefits administration.
· Strong understanding of UK payroll legislation, regulations, and best practices.
· Proficiency in payroll software and MS Office applications, particularly Excel.
· Strong numerical aptitude and attention to detail.
· Excellent communication and interpersonal skills.
· Ability to work effectively under pressure and meet deadlines.
· Prior experience in supervising or leading a team is desirable

	Competencies:

	· Accuracy and attention to detail
· Problem solving
· Time management
· Team leadership
· Adaptability
· [bookmark: _GoBack]Compliance orientation
· Communication

	Person Specification:
	· Proactive and self-motivated individual with a strong sense of accountability.
· Ability to maintain confidentiality and handle sensitive information appropriately.
· Strong analytical skills with the ability to interpret complex data.
· Collaborative mindset with a focus on delivering excellent customer service.
· Willingness to continuously learn and adapt to changes in the payroll landscape. 
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