HARBOROUGH DISTRICT COUNCIL - JOB DESCRIPTION

	POST:
	Payroll Officer

	TEAM:
	Finance Services

	GRADE:
	4

	POST NO.:
	FIN15

	SERVICE AREA:
	Finance Services

	RESPONSIBLE TO:
	Team Leader – Financial Systems & Controls



VARIATIONS TO STANDARD CONDITIONS OF SERVICE

1.	This is a description of the job as it is constituted at the date shown below.  It is the practice of this Authority to periodically examine employee's job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to them. You will therefore be expected to participate fully in such discussions.  It is the Authority's aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you. 

2.	This post is subject to a disclosure check in respect of accessing a secure mailbox.

	DATE ISSUED:
	April 2022



JOB PURPOSE:

Liaising with the delegated payroll provider and the Human Resources Team, ensure employees, Broughton Astley Parish Council and Members are paid accurately and on time, including expenses each month.  Resolve payroll related queries in a timely manner. Any Elections Payroll is in addition to this role, and directed by the Elections Manager.

PRINCIPAL RESPONSIBILITIES:


1) To develop strong working relationships with the payroll provider and the HR team, working closely together to ensure all payroll processing is accurate and completed by the strict deadlines and queries or issues are resolved promptly.
2) To perform tasks to ensure the efficient administration for the operation of the payroll system, including:
a) To ensure process of the Staff, Broughton Astley, and Members Payroll operation to ensure compliance with payroll legislation and that payroll is run correctly, on time every time. 
b) To accurately control and reconcile the Staff, Broughton Astley and Members payroll (including year end returns) and to reconcile associated control accounts in accordance with scheduled timescales. 
c) To deal with pensions administration requirements in relation to Staff and Members pension schemes, including monthly payments and annual returns as required by the payroll provider.
d) To provide tax and year end information as required against relevant deadlines in an accurate and timely manner. 
e) To accurately make necessary and timely adjustments to salaries resulting from pay awards and incremental progression etc.
3) To pay over within required timescales all deductions, both statutory and voluntary. 
4) To file, where appropriate electronically, tax and national insurance details at year end.  To ensure that tax code, national insurance and other changes are promptly implemented and to liaise with HMRC and other bodies where necessary, ensuring confidentiality at all times.  
5) To contact and liaise with the County Council (pension section) regarding pension matters for the Council and its employees advising other officers and third parties as appropriate.
6) To accurately maintain records of starters and leavers and to be involved in the maintenance of computerised and manual personnel and payroll records in a timely manner.
7) To accurately maintain records of absences (eg: sickness) and ensure appropriate deductions or payments on account of sickness, maternity etc occur where appropriate corresponding with employees.
8) To be responsible for the operation of the Statutory Sick Pay Scheme (SSP) and Statutory Maternity Pay Scheme (SMP), tax credits and student loans etc.  To ensure that claims for reimbursement, where appropriate are submitted promptly and accurately. 
9) To complete and provide statistical information and returns for central and local government bodies, council members and officers etc to be completed.
10) To provide and assist in the provision of data to enable salary estimates etc to be completed.  
11) To keep abreast of changes in payroll practice, procedures and legislative changes and to advise accordingly, including liaison with HR colleagues on a regular basis. 
12) To supervise and train staff, where necessary, to enable cover for absence and checking procedures to be provided.  
13) To prepare and post the payroll costing journals on a timely basis.
14) To uphold and display the HDC behaviour competency framework to at least level 1. 
15) To ensure compliance with all Council policies and statutory requirements and guidance in relation to Equality and Diversity, Equal Opportunities, Health and Safety, Safeguarding and Communication and involvement policies 
16) As a term of employment the postholder may be required to undertake other such duties as may reasonably be required of you in the post and department (or section) mentioned above or in a comparable post in any of the Organisation’s other sections or departments at any of the Authority’s establishments.
17) Health and Safety
· To be familiar with and at all times comply with 
· the Council’s general health and safety policy, 
· the Council’s specific health & safety policies and procedures as detailed in the Council health and safety policy documents, and 
· local department specific health and safety procedures as amended or added to from time to time. 

· To report any unsafe practice, accident, incident, dangerous occurrence or hazard found during the course of your work to your line manager for action.
· To take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work.  To maintain Personal Protective Equipment and to report any PPE that is defective.
· To co-operate with all staff and members of the authority so far as is necessary to enable all health and safety requirements to be performed or complied with. 
· To ensure anything provided in the interests of health, safety or welfare is not intentionally or recklessly interfered with or misused.







Version 1, Apr 15
HARBOROUGH DISTRICT COUNCIL – PERSON SPECIFICATION



	JOB TITLE: 
	Payroll Officer

	TEAM:  
	Finance Services

	POST NO:
	FIN15
	GRADE:
	4
	WEEKLY HOURS:
	15 Hours

	ALLOWANCE:
	N/A

	CONTRACT TYPE:
	[bookmark: Check3][bookmark: Check1][bookmark: Check2]Casual |_|        Permanent |X|         Fixed term |_|        If fixed term, end date / event: N/A     

	



	


	
	
	

	TYPE OF CRITERIA
	ESSENTIAL REQUIREMENTS:
Minimum requirements for the successful completion of the job
	ASSESSMENT
A / I / T / E
	DESIRABLE REQUIREMENTS:
Elements that contribute to improved / immediate performance in the job
	ASSESSMENT
A / I / T / E

	QUALIFICATIONS
	[bookmark: Text3]GCSE Grade C Mathematics and English Language or equivalent or able to demonstrate equivalent aptitude
	A,I,T,E
	     
	     

	
	Proven ability to use Microsoft products to intermediate level, especially Word & Excel
	A,T
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	EXPERIENCE
	Experience of resolving customer queries
	A,I
	Ideally experience of payroll within a local authority would be desirable.
	     

	
	Experience of expense claims
	A,I
	     
	     

	
	Experience of using computerised financial systems
	A,I
	     
	     

	
	Completion of statistical returns and grant claim forms
	A,I
	     
	     

	
	Recent experience working as a payroll officer, including a tax year end closedown. Including demonstratable experience of a variety of payroll amendments eg maternity leave, statutory sick pay,. Experience of providing payroll advice to employees.
	     
	     
	     

	
	Experience of working on a market leading integrated HR and Payroll ICT system
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	KNOWLEDGE
	Up to date knowledge of legislation and best practice relating to payroll  
	A,I
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	SKILLS
	Ability to set and achieve objectives within agreed timescales
	A,I
	Calm approach under pressure
	I

	
	Ability to communicate effectively with all levels of customers
	A,I
	     
	     

	
	Able to work on own initiative
	A,I
	     
	     

	
	High degree of numeracy
	A,I,T
	     
	     

	
	Accurate and concise work
	A,I,T
	     
	     

	
	
	
	     
	     

	
	Ensuring continuous improvement in the process & ensuring corporate views are incorporated in any changes
	A,I
	     
	     

	
	Experience of building strong working relationships
	A,I
	     
	     

	
	Proactive and flexible approach to problem solving
	A,I,T
	     
	     

	
	Ability to relay technical information to employees
	A,I,T
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	OTHER
	Disclosure check for a secure mailbox	
	E
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     



	Assessment Legend:  
	A = Application
	I = Interview
	T = Test or Assessment  
	E = Evidence (e.g. certificate)



