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          Job Description
	For HRU use only
	Ref: 4357


	Business Area
	Employee Services 

	Post Title
	Employee Services Assistant

	Permanent/Temp
	Permanent

	Salary
	

	Responsible to
	Team leader

	Responsible for
	n/a


	SHEQ Statement

	Engie is committed to leading our sector in sustainability.  Our employees have a collective responsibility to work in a sustainable and efficient manner helping to minimise our impact on the environment whilst contributing benefits for our clients, colleagues and the community.  Employees have a responsibility not to cause harm to ourselves or to others in our efforts to make safety personal.  All employees are expected to work within our Sustainability and Health and Safety policies and procedures.

	Job Purpose

	To provide high quality, guidance, information and support to our customers in relation to all transactional apects of payroll, human resources administration (hr), recruitment and safeguarding and employee matters.

To ensure that the information held on the Business Management System (BMS) is both accurate and appropriately recorded. Also to be in accordance with legislation and Council requirements.

To ensure employees are paid correctly and in a timely manner

	Job Content

	Processing New Starters ensuring all paperwork and pre-employment checks (DBS, Immigration, references and medical) are in order.

Issuing Contracts and appropriate paperwork for New Starters and existing employee changes accordingly for all of the Councils payrolls.

Ensure Personnel records/files are up to date with Job Outlines & Personal Specifications on file. 

Flexi time/Annual leave administration.

Ensure BMS is accurately maintained.

Manage and process: Excess Travel Claims, Additional Hours, Allowances, Overtime, Car Mileage and other payments accordingly.

Complex calculations for salaries, including calculation of NI, PAYE, Pension and any other deductions applicable.

Tax Code changes and checks.

Vehicle details input and maintenance.

Checking of all payrolls.
Deal with under/over payments accordingly.

Calculate and process payments for Sickness, Maternity and other absences.

Issue appropriate paperwork for employees approaching half/nil pay due to sickness.

Record fit notes in BMS.

Ensure Leavers are administered accordingly.

Interpretation of data from BMS.

Answer queries related to hr administration and payroll from employees, service areas and outside organisations and assist with more complex queries as requested.

Routine and complex payroll tasks as requested.

Carry out project work or any other tasks as required
Assist in training and mentoring new and existing members of staff.

Undertake relevant training for the job.

Have a high level of recruitment and safeguarding knowledge with regards to legislation.

Assisting with the recruitment of all staff within the Council and Schools where necessary.

Assisting with agency requests.

Placing adverts on North East Jobs Portal and any other external recruitment portal where necessary.

Arranging for any adverts to be placed in specialist publications.

Preparation of recruitment packs for submission to services areas and schools.

Supporting managers in ensuring all necessary post interview checks are carried out in accordance with current legislation, such as DBS and right to work.

Training managers on the Nereo DBS online system

Placing purchase orders and recharging of external adverts

Supporting services areas with the DBS renewal programme

Completing monthly national statistic requests
Have a high level of pension scheme knowledge with regards to Teachers, LGPS and NHS pension scheme.

Provide starter information to all schemes

Provide changes information to all schemes

Provide leaver information to all schemes

Provide pension estimates for redundancy, efficiency, flexible retirement and ill health retirement

Calculate pensionable pay for staff on maternity, adoption, paternity, and sickness leave

Processing opt out, opt in and retirement applications

Providing member salary information on request to schemes

Assisting members with their pension queries 

Assisting with the annual return of pension schemes

Processing AVC requests

Processing Auto Enrolment 

Processing Annual Allowance checks

Represent your Team Leader as and when required.

Meet relevant KPI’s and SLA’s.

Support the responses to Freedom of Information requests, member’s enquiries and statutory statistical returns.

Support the improvements of systems and processes where appropriate.

This list is typical of the level of duties expected of the postholder.  It is not exhaustive, and other duties of a similar type and level will be required.


	Performance standards

	Comply with the Council’s policies and procedures.

Promote Health and Safety and welfare of employee’s and the public at all times.

Ability to work to a high standard of accuracy that ensures prompt, efficient and effective service delivery.

Specific standards and objectives will be agreed with your line manager on a regular basis.

Display high standards of personal and professional integrity at all times.

Work with other Employee Services Assistants to ensure a consistent approach within the team.

Respond efficiently and effectively to all enquiries ensuring service standards are met.

Establish and maintain effective working relationships with peer groups and key internal stakeholders.
Plan own workload to achieve deliverables in required time frames.

Contribute to the effectiveness of the service through positive and productive personal behaviours.

Demonstrate initiative and cover where appropriate when other members of team are absent.

Promote and demonstrate organisational values.



	Working conditions

	Flexibility to work from any North Tyneside Council facility or suitable work location

Working normal office hours
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          Person Specification
	Business Area
	Employee Services 

	Post Title
	Employee Services Assistant

	Permanent/Temp
	Permanent

	Salary
	

	Responsible to
	Team leader

	Responsible for
	n/a


	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Ability to work to a high standard of accuracy
· Ability to work to deadlines
· Ability to work under pressure and prioritise own workload.

· Ability to deal with sensitive enquiries  
· Demonstrate and maintain high standards of customer care

· Ability to input, extract and interpret information from manual and computerised information sources

· Work as an effective team member

	Knowledge of Council Policies and Procedures 
Knowledge of Pay and Conditions for the following:

APT&C, Teachers, NHS staff
Knowledge of Statutory Sick Pay, Maternity Pay, Adoption Pay & Shared Parental Leave.

Knowledge of Pension Scheme administration in respect of LGPS Scheme,  Teachers Pension Scheme, NHS Pensions Scheme.

	Interview and assessment

Interview and assessment

Application form, assessment and interview

Interview and assessment

Interview and assessment

Application form and interview

	Qualifications and Training
	· Good general education with a minimum of 4 GCSE at grade C or above including Maths and English, or the equivalent, and / or relevant experience

· Good literacy and numeracy skills.
	CIPP Certificate in Payroll Administration.
	Certificates

Interview and assessment


	Experience
	· Background in giving help, advice and information to customers 

· Experience of gathering organising and managing information

· Experience administrative routines

· Experience of working in a team

· Experience of working with a wide range of ICT systems including  Excel, Word, Outlook

	· Experience of working in a range of front-line customer focused environments, including dealing with enquiries over the telephone, email and face to face

	Application form and interview

	Decision making
	· Ability to make judgements within established policies
	
	Interview

	Disposition
	· Ability to work as part of a team and/or work unsupervised as required

· Ability to work consistently in an enthusiastic and professional manner. 

· Ability to stay calm under pressure.


	
	Interview and assessment

	Special Requirements
	· Flexibility to work across different sites.
	
	Interview and assessment



