TOUCHSTONE

JOB DESCRIPTION
SENIOR PAYROLL OFFICER
Grade:

NJC Scale Points 23-25 starting at £27,741 pa/pro rata
Hours:


22.5 per week

Responsible to:
HR Manager
Employing body:
Board of Touchstone
Location:

Touchstone House, LS11 6JU
You will be required to work flexibly and occasionally after 5.00pm.

PURPOSE OF THE JOB
To lead and be responsible for the organisation’s payroll system, ensuring the efficient operation of the system, making sure that staff are paid correctly in accordance with the roles they do, employment law, adjustments, staffing changes and HMRC requirements. 
To be responsible for maintaining HR and payroll systems, ensuring accurate information is input into the payroll system in accordance with changes and timescales, as well as collating and producing data for reporting purposes. To work with the HR and Payroll Team to develop new systems in order to meet the needs of services and organisation. 
The post holder will be part of the central HR and Admin Team and will be required to carry out relevant duties to contribute to the effective operation of the organisation. 
PAYROLL AND HUMAN RESOURCES
1. To be responsible for processing the organisation’s payroll end to end, ensuring everyone is paid correctly and on time, including processing new starters and leavers information with accuracy and in accordance with set timescales.

2. To ensure any changes to hours and salaries are processed correctly and with accuracy; checking employees’ pay as necessary, and making sure staff are paid correctly, liaising with Managers, colleagues and staff when required to ensure this happens
3. To be responsible for administering all PAYE related processes including P60, P11d and RTI
4. To ensure payroll is processed in accordance with HMRC and Organisational policies and procedure and investigate enquiries; providing assistance and advice where appropriate.
5. To keep up-to-date with relevant changes eg employment law, HMRC, and lead on making changes eg to payroll system in accordance with role and sharing this information with Managers/staff.

6. Propose changes to working practices in payroll to support continuous improvement of the service including implementing new procedures.
7. Check the accuracy of work of staff who carry out payroll to ensure payments are correct.
8. Responsible for monitoring of any overpayments and reporting on these; taking appropriate action to retrieve outstanding monies.
9. Creating and producing reports eg excel, to ensure payroll to reconcile payroll and identify any issues to be investigated.
10. To provide HR and payroll advice in line with Touchstone policies and Employment Law, HMRC requirements, liaising with appropriate Managers when required.
11. To develop and maintain HR systems (CHRIS21), admin and self-service systems for reporting, monitoring and operational purposes; ensuring information is accurate, up-to-date and compliant with organisational standards.
12. To ensure that employee pensions are processed in line with guidelines of auto-enrolment.

13. To produce HR, service and organisational statistics e.g. sickness, retention/turnover, employee relations and collate information and prepare documents as required for reporting, monitoring, and operational purposes, to support the service/organisation to monitor performance and continuously improve. 

14. To effectively deal with queries from staff, managers, service users and external agencies such as the DWP and HMRC.
15. To create contracts and letters following changes to employee hours and pay in line with employment law.
16. To be the key link between payroll and the finance service, ensuring staffing information is up to date and regularly shared with finance to ensure accurate information is posted to the finance system for reporting and monitoring purposes.
17. To produce reports, minutes and correspondence to a high standard.
18. To support the Managers with employee relations, absence and attendance matters as appropriate.
GENERAL

1. To assist Managers in the development of policies and procedures, with a particular focus on HR and payroll 
2. To provide information and advice about Touchstone’s services to managers, teams, and other people/agencies with an interest in the organisation's work.
3. To undertake out of hours work as required by the service.  
4. To be inducted, supervised, performance managed and appraised in line with the organisation’s performance management policies and procedures.

5. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness.
6. To be aware of and implement the general practices of Touchstone’s Health and Safety policy and keep the Team Manager informed about any serious and untoward incidents, safeguarding issues, health & safety concerns, financial issues, staff welfare.  

9.
To operate within the aims, policies and practices of Touchstone at all times and to be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies. 

7. To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 

8. To undertake any other duties as directed by the Manager, in line with the responsibilities of this post.
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