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Implementations Co-Ordinator
New Role - Permanent, full-time.

Based in Chichester office 

Job Description and Responsibilities
1. Contribute to the overall team objectives to implement new UK and international payrolls and associated HR projects
2. Work with new clients and sub-contractors in-country to ensure smooth set up of payrolls
3. Encourage all new clients to use FMPs Western Union payment system

4. Effectively manage own emails and telephone calls with clients and sub-contractors

5. Run the first (and sometimes the second) payroll for the new client

6. Arrange handover of payroll to a member of the payroll team when fully completed

7. Arrange and attend conference calls when required, to establish resolution of any queries the client may have

8. Maintain accurate records and filing

9. Achieve targets set by Implementations Team Leader
10. Report regularly to the Implementations Team Leader and attend fortnightly meetings with other members of the team
11. Up-sell additional incremental business during the implementation process

12. Ensure that at least 80% of new business is placed with Western Union foreign exchange

13. Oversee and process other member’s implementation work during sickness and holidays

14. Undertake any training offered by the company
15. Occasionally visit clients and/or sub-contractors – some overseas travel may be required
Package:

Competitive Salary
Incentive Bonus

Commission Scheme

20 Days holiday per year

Auto enrolment pension scheme 

In-House and External training available

