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NEW COLLEGE WORCESTER

JOB DESCRIPTION

Job Title








: Payroll Officer
Salary












:  £15,458 - £16,768 (pro-rata)
Grade












:  Scale 5 Points 12-17 
Department






:  Business Operation Services: Finance 

Location









:  New College Worcester

Responsible to


:  Finance Manager
Responsible for

:  N/A
Working Pattern
:  Part time, 20 hours per week, 10.00am-2.00pm, Full year.
*May Day Bank Holiday and Celebration Day are working days for the whole College

PURPOSE OF ROLE:
To upload the monthly payroll, liaise with the Payroll Bureau and carry out the associated payroll administration for the College. To be the administrator for both the Teachers Pension Scheme (TPS) and Support Staff Pension Scheme (TPT). To assist the Finance Manager when required working collaboratively within the Finance Department. 

KEY ACTIVITIES:
PAYROLL OFFICER:
1. Process the monthly payroll for the College uploading information via the payroll bureau’s portal to a given timetable, and liaising with Dataplan, the payroll bureau.
2. Incorporating such things as Overtime, Salary changes, Backpay, Adjustments, Deductions for Salary Sacrifice, Rents and Cycle to Work Scheme, Annual Increments, Annual Cost of Living rises, Holidays, Maternity Leave and Sick Pay into the payroll as appropriate, liaising closely with the College HR Team.
3. Administrator for the Teachers Pension Scheme and liaising with the TPS office. Process monthly submissions and resolve any queries escalated including retirement applications.
4. Collate and submit end of year certificate to TPS and liaise with auditors.
5. Administrator for the Support Staff Pension Scheme and liaising with the TPT office. Process monthly submissions and resolve any queries escalated including reconciliation queries.
6. Process pension re-enrolments and redeclaration.

7. Liaise with new starters and leavers with regards to accessing payslips, pension contributions and P45’s.
8. Post the relevant Payroll and Pension monthly journals into Xero, the College accounting system.

9. Keep up to date reports on overtime, current staff and pension scheme members.
10. Set up and maintain payroll budget forecasting, liaising with the Finance Director.
11. Provide support to the Finance Manager in all matters relating to the financial department of the College.
Other:
1. Adhere to the College’s policies and procedures and attend College meetings and training.
2. Be a part of the improvement of the College including suggesting changes to increase accuracy, efficiency or cost reductions.
3. Any other duties commensurate with the nature of the post and under the reasonable direction of the Finance Manager.
Equal Opportunities Statement:
New College Worcester (NCW) is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies to both its service delivery and its own employment practise.  You will be willing and able to demonstrate commitment to NCW’s Equal Opportunities Policy.

Safeguarding Children:

New College is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.

Annual Review

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

This document is to be read on the context of the New College Worcester’s Statement of Purpose, Equal Opportunities Statement, the agreed Policies of New College Worcester, and the Conditions of Service as outlined in the individual employee’s contract.
PLEASE NOTE

This appointment is subject to two satisfactory and verified references, an Enhanced DBS Clearance and Registration, a medical clearance and a six-month probationary period.
PERSON SPECIFICATION

Payroll Officer
All specifications are essential, unless stated otherwise.

	EXPERIENCE:



	· Previous Payroll experience
· Previous Pension experience desirable
· Working in a busy Finance Office environment
· Experience of liaising with HR desirable.


	SKILLS:



	· Excellent communication skills

· Excellent IT skills with Advanced Excel skills essential
· Excellent planning and organisational skills; to be able to plan and organise work to agreed timescales and standards

· Excellent team working and interpersonal skills

· Superior attention to detail

· Integrity and honesty.


	QUALIFICATIONS:



	ESSENTIAL:
	DESIRABLE:

	· GCSE Maths

· GCSE English.
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