[image: image1.jpg]



	Post Title
	Payroll Team Leader

	JE Reference 
	W751
	Grade 
	F+
	SCP Range
	31-33


Reporting line:




Job Purpose:


The postholder will lead and develop a team in the Council’s transactional/payroll service, ensuring the delivery of a high quality service to Redcar and Cleveland Borough Council through the day to day supervision of the transactional team.  You will develop the team itself and help drive continuous improvement within both customer service and cost-effectiveness.
Relationships:

Accountable to:
Senior HR Adviser
Accountable for: 
HR Transactional Team
General Contacts:
All managers, all employees, service partners, government agencies, professional bodies, pension and tax offices, other local authorities.
Key duties and responsibilities:

1. Provide an efficient and effective end to end payroll service. in relation to the lifecycle of an employee including creation/checking of new employee’s, variations to contract, payments, deductions and terminations 
2. Ensure payroll activities are delivered that meet legislative, statutory requirements and continuously improving standards.

3. Ensure the Councils payroll process are compliant with RTI, auto enrolment and re-enrolment, apprenticeship levy, off payroll working IR35 etc.

4. Liaise with staff and management on payroll related queries
5. Maintain up to date knowledge of policies, procedures and terms and conditions.

6. Understand and implement pension legislation for a number of pension schemes including Local Government, Teachers and NHS ensuring correct pension percentages/deductions are maintained

7. Keep up to date with current and changing legislation/policies to allow accurate processing of SMP/OMP/SPL/SPP/SAP/SSP/OSP. 

8. Payroll processing, Produce gross to Net payments, financial interfacing to accounts and production of BAC’s files.
9. Make payments for all statutory and none statutory pay overs on a monthly basis, producing and balancing to required reports.

10. Be able to manually calculate overpayments, liaise with the employee (issuing of letters/invoice), correct payroll system and recover the debt.
11. Ensure the delivery of year end and pension year end processes.

12. Assist with year-end testing and testing of system patches and updates.

13. Ensure the delivery of the Councils HR Transactional process including establishment control, e-recruitment, employment contracts, DBS clearances etc.

14. Lead, develop and, assist with performance management, of team members to secure the efficient delivery of service and ensure excellent customer service.  Production of skills matrix to identify skill gaps and ensure the Council has no sole reliance within the team.

15. Maintain, develop and review all business support systems, processes and procedures to secure a quality, cost effective service and to effect continuous improvement.

16. Co-ordinate and assist with project work and reviews within a defined area of work as directed by their manager to support and enhance service delivery.

17. Ensure consistency and integrity of data is maintained both within Agresso and any other supporting systems.

18. Provide information and reports to support analysis and decision making by customers.

19. Maintain expertise and knowledge within the area of transactional services, including payroll in order to prove support and advice to customers and colleagues, ensuring compliance with statutory obligations, legislation, regulations and current business processes and procedures.

20. Provide payroll advice to in-house and external teams responsible for development and implementation of the Agresso system.
21. Ensure maximum development of Agresso system on all aspects of payroll including developing self service.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Payroll Team Leader
	F+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Minimum of 3 year’s experience working in a similar busy payroll environment

· Working in a local authority payroll service.
· Experience of HR transactional processes i.e. recruitment, contracts, DBS clearances etc.

· Experience of leading, training and  developing staff

· Experience of developing and changing business processes and systems

· Experience of payroll and pension year end processes
	· Experience of processing payroll with different terms and conditions
· Project Management


	A

	SKILLS AND ABILITIES
	· Substantial knowledge and experience of using payroll systems
· Ability to manage the day to day services provided by a payroll service, allocating workloads on day to day basis ensuring deadlines are met by the team

· Good IT skills, including Microsoft packages (advanced excel knowledge) 
· Excellent written and oral communication skills with the ability to build sound relationships with customers

· Ability to produce information and accurate reports 

· Excellent customer care skills 

· The ability to set up and maintain business processes and systems

· High level administrative, analytical and organisational skills

· Problem solving skills and logical thinking.

· Natural curiosity and forward thinking approach which helps pre-empt and plan for periods of change where additional work may be required.
· Able to prioritise and time manage and work to deadlines

· Attention to detail and ability to understand and apply complex information.

· Ability to resolve a range of payroll queries from routine to complex issues.

· Able to present information 

· Strong mathematical skills
	· Substantial knowledge and experience of using Agresso payroll system

	A

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Good standard of education including GCSE (or equivalent)  in Maths and English.
· National Payroll Certificate or equivalent.
· Working knowledge of local authority terms and conditions

· Thorough working knowledge of relevant policies and legislation relating to payroll service, HMRC requirements with regard to tax, national insurance, apprenticeship levy, RTI, auto enrolment, PAYE, off payroll working IR35.
· A working knowledge of pension schemes

	· Project Management qualification
· Member of the Chartered Institute of Payroll Professionals

· Foundation Degree in Payroll Management
	A, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement
	· Full driving licence 

· Evidence of own continuous personal and professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users


	· Evidence of having completed training in  equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification





Senior HR Adviser





Payroll Team Leader





HR Transactional Team











this is Redcar & Cleveland

