
TOUCHSTONE

PERSON SPECIFICATION - SELECTION CRITERIA: SENIOR PAYROLL OFFICER
	
	ESSENTIAL CRITERIA
	METHOD OF ASSESSMENT
	DESIRABLE CRITERIA
	METHOD OF ASSESSMENT

	SKILLS
	· Excellent communication skills, verbal and written.

· High level of numeracy skills in order to prepare financial information such as reports and monitoring.

·  Interact sensitively and effectively with staff, managers, service users, members of the public and representatives from other organisations, face to face and over the telephone.

· High level of ICT skills, e.g. Microsoft Office (Word, Excel, Outlook, Publisher, PowerPoint, Teams/Zoom.

· Accurately input and maintain information in accordance with timescales
· Excellent organisational skills to plan and meet deadlines. 

· Effectively work on own initiative without direct supervision.

· Excellent attention to detail relating to payroll and HR duties and responsibilities.

· Good prioritisation skills to manage differing priorities to meet changing organisational needs, working under pressure
· Working effectively in partnership with others eg Managers, colleagues.
	All interview, application and test.


	· Good analytical skills to compile and present data 


	All interview, application and test.

AF/INT

	EXPERIENCE
	· Processing a complex and detailed payroll system including multiple roles and salaries, always ensuring information is accuracy
· Reconciliation of payroll and accompanying data including timesheets

· Giving detailed advice to Managers and Human Resources on payroll. Analysing and resolving payroll problems and putting forward solutions
· Effectively maintaining and using information systems to both accurately  input, verify and produce meaningful data and records

· Extensive ICT experience to produce quality letters, reports, tables and graphs.

· Effectively communicating at different levels with a wide range of individual organisations.
· Effectively engaging people by providing a high quality service 
· Leading on  implementing and  maintenance of payroll systems
	All interview, application and test.


	· HR systems
· Experience of mental ill health

· Managing and leading people either in work or voluntary capacity to meet expectations of service


	All interview and application


	KNOWLEDGE
	· Knowledge of the law in relation to payroll eg statutory sick pay, statutory maternity pay and apply these into payroll, Inland Revenue
· A good understanding of payroll procedures required
	Interview and application form.
	· Relevant employment law including statutory entitlements
· Operating a Frontier Chris21 payroll system
	

	ATTITUDES AND DISPOSITION
	· Commitment to Touchstone’s aims and values

· Commitment to learning and developing within the role.

· A methodical working approach

· Solution-focused approach to work.
· Highly motivated and confident.
· Open to change and able to work flexibly in line with the needs of the service/organisation.
· A commitment to working in partnership with service users, management and staff.
· Commitment to positive team leadership and team working.

· Commitment to maintain confidentiality at Touchstone.
· Commitment to respecting diversity and anti-discriminatory/anti-oppressive practices.

· Commitment to personal responsibility, development, learning and reflective practice

· Willingness to be managed and supervised.

· Reliable and Resilient.
	All interview and application 
	
	

	EQUAL OPPORTUNITIES
	· Must be able to recognise discrimination in its many forms and be willing to put into practice Touchstone’s Equality Policies.

· Must be sensitive to the needs of disadvantaged groups in the planning and delivery of services.

· A commitment to providing high quality services to the diverse communities Must be able to communicate effectively with a broad range of diverse service users, management and staff, from both organisations and the community
	All interview and application


	
	

	QUALIFICATIONS/

TRAINING


	
	All interview application and test


	· Working to or have CIPP qualification or equivalent experience.


	All interview and application
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