	[bookmark: _GoBack]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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Person Specification 

	Essential Criteria

	EDUCATION
	

	Minimum of 5 GCSE (level C or above) including English and Maths
	Application Form/ Certificate

	SPECIFIC KNOWLEDGE
	

	Proficient in the use of Microsoft Office with strong IT skills
	Application Form/Interview

	SKILLS & COMPETENCIES

	The ability to work to stringent deadlines
	Application Form/Interview

	Confidentially, diplomacy, tact and professionalism
	Application Form/ Interview

	Have a high level of numeric skills
	Application Form/Interview

	Good team player
	Application Form/Interview

	EXPERIENCE


	Previous work experience in a financial environment, preferably payroll
	Application Form/Interview

	DESIRABLE


	Knowledge of using the iTrent Payroll / HR system
	Application Form/Interview
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