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Warning:
Printed copies of this document are uncontrolled


	Job Title:	Payroll Assistant

Purpose:	To assist with the maintenance of Nexus’ payroll records to ensure prompt and accurate payments are made to staff and pensioners accurately and on time.
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Remuneration:	Salary Band

	1.
	Principal areas of responsibility


	
	1.1
	To assist the payroll department to ensure that employees are paid on time and receive the correct payments, all payroll and pensions regulations are adhered to. 


	
	1.2
	To assist with the production of records and reports for internal and external bodies.


	
	1.3
	To gain knowledge in all aspects of the payroll administration.


	
	1.4
	General office duties including document imaging, filing and mail distribution.


	
	1.5
	Any other duties appropriate to the grade, as required by the Payroll Manager.




2.	Dimensions

	2.1
	Communications


	
	2.1.1
	To liaise within the payroll team and other relevant internal departments and external bodies as and when required.



	2.2
	Decision Making & Problem Solving


	
	2.2.1
	Low level decision making




	2.3
	Initiative & Independence


	
	2.3.1
	Will be required to show some levels of initiative and will be expected to reference to line management



	2.4
	Resources


	
	2.4.1
	No responsibility for financial budget


	
	2.4.2
	Responsible for processing and storage of confidential or commercially sensitive information.



	2.5
	People


	
	2.5.1
	No responsibility for people



	2.6
	Health & Safety


	
	2.6.1
	To act as an exemplar of good safety at all times.



	3.
	Statutory Duties


	
	3.1
	Responsible for managing those elements of the safety management system allocated to Nexus and specifically to the role of Payroll Assistant for the safe operation of the Metro and associated Nexus projects.


	
	3.2
	Responsible for carrying out duties and ensuring procedures are in place to meet legislative and company standards requirements for Nexus and in line with industry best practice.
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