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JOB DESCRIPTION

Job title:


 Payroll Administrator 
Contract Hours:

37.5 per week
Service/Location:

PSMG UK area – Brentford and regular visits to other locations
Grade/Salary Range:

F1.1 – F3.2 (£23,346 - £26,414) 

Responsible to:

Financial Controller
Responsible for:
Mainly payroll processing and other related matters including finance and accounting.
_________________________________________________________________________

Purpose of the job: 

Responsible for the management of the monthly payroll process, dealing with HMRC compliance, Pensions and other reporting requirements, systems development, implementation and maintenance. Ensure all salary payments and deductions are in line with statutory and internal policies. Work across divisions and departments as directed by the Financial Controller to ensure smooth and effective workflows are in place; support the Financial Controller, Finance Managers and the rest of the Finance team as required.
Main duties and responsibilities:

1. Take a leading role in collating payroll data from FTF services/sites, (up to 14 in number) and submission of the data to the payroll bureau.

2. Process payroll for non FTF sites and submit the same to the payroll Bureau.

3. Liaise with the payroll bureau to answer queries and resolve any anomalies.
4. Assist Service Finance Officers in relation to their payroll duties. Service Finance Officers are responsible for compiling and submitting all payroll related data inputs.
5. Main point of contact for outsourced payroll services provider; Work with external provider to continuously improve workflows and reducing the volume of queries and errors each month.

6. Ensure new starters, transfers, grade/rate changes, terminations, etc., are accurately processed in accordance with HR instructions.
7. Check and analyse monthly payroll changes, like additional payments, sick pay, maternity pay, termination payments, etc. to ensure completeness and accuracy.

8. Communicate actively with Frances Taylor Foundation services, Communities, HR, Finance and Department heads to review cross-departmental impacts and reconcile data sharing.

9. Ensure internal processes are adhered to across the organisation and recommend and implement changes leading to best-practice operations.

10. Ensure timely payment of salaries by electronic transfers and issuance of payslips and other employee documents like P45, P60, Maternity pay schedules, OSP schedules, etc.

11. Work with Central Finance to reconcile payroll control accounts and provide data for recharges to each site/department.

12. Prepare regular and relevant management reports and provide meaning full answers to queries and requests.

13. Ensure all regulatory filings (RTI, Pensions, Statutory deductions for Attachment of Earnings, Student Loan, etc.) are completed on time and that statutory payments are made within set deadlines.
14. Assist with yearend procedures in preparation for annual audit and attend to audit queries.

15. Assist the Central finance team on ad-hoc projects, costings, accounting records keeping, management reporting, etc. 

16. Work in collaboration with HR to ensure development and implementation of new systems, appropriate internal controls are in place to cover both processing and authorising and all pension related matters are reported to HR.

17. Review processes and systems periodically to ensure validity and renewal where necessary.
1. Maintain confidentiality at all times.
2. At all times uphold the philosophy, values and ethos of the Charity. Carry out these and any other duties as reasonably required in accordance with the Charity’s policies, procedures and ethos.

Skills and Experience:

At least 3 years’ experience in payroll processing in a large organisation.

Excellent written and verbal communication with both internal and external stake holders.
Good knowledge of UK Tax, NI, salary-sacrifice regulations, pension and all related pay regulations and law.
Good inter-personnel skills

Managing Processes across a wide network of users
Employee and payroll data reporting skills – operational and financial
Good maths and IT skills

Ability to manage own time and meet deadlines.

Prior experience with new payroll implementation/systems conversion
Qualifications:
Chartered Institute of Payroll Professionals (CIPP) or equivalent or studying towards the same.
Signed …………………………………………………………………….  Date ……………………



Post Holder

Signed …………………………………………………………………….  Date ……………………



Line Manager
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