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	Post Details
	Last Updated:       17/10/17

	Faculty/Administrative/Service Department:
	HR Services – Payroll

	Job Title:
	Payroll Administrator

	Job Family & Job Level
	Professional Services
	Level 3

	Responsible to:
	Deputy Payroll Manager

	Responsible for:
	n/a

	 Job Purpose Statement 
Responsible for processing punctual and accurate salary payments to a designated section of payroll, within the University Payroll Office.

	Problem Solving, Accountability and Dimensions of the role 
Operating with minimum day-to-day supervision, the post holder will be required to work both independently and as part of the wider team. They will be responsible for a section of payroll, maintaining all routine manual and computer records for a specified group of staff in order to meet statutory requirements and University regulations, producing accurate payment to deadlines. The post holder will carry out much of their activities with limited daily guidance from the Deputy Payroll Manager, and as such they will have some latitude within their daily work routine to organise and prioritise their own work, to ensure that key deadlines and objectives are met.  It is critical that the post holder demonstrate initiative and flexibility in the arrangement of their work priorities; this will include successfully managing any conflicting demands, possessing an awareness of the options available and being able to make effective and appropriate decisions.  
To ensure the consistency and quality of the payroll service offered, the post holder will normally work within well-established documented administrative processes and procedures.  They are expected to exercise sound judgement and demonstrate initiative when dealing with enquiries from members of staff on personal salary issues and when dealing with salary related enquiries from departments and external organisations. Resolution for these issues will usually be found through referring to their previous experience of similar problems or through making reference to departmental policies and procedures and applying them. Problems of a more complex nature will need to be escalated to a senior member of the team 
The post holder will be expected to demonstrate high levels of keen attention for detail, as they will be responsible for running one of the payrolls, checking the output for accuracy, and preparing payslips and reports for distribution to staff. Failure to ensure accuracy for these tasks may result in loss of confidence and credibility in the department and cause financial loss to staff members. The post holder will also be responsible for the daily checking of input and calculations for accuracy and will be required to assist in validating staff expense claims for compliance purposes. 
The post holder will assist other team members in covering peak workloads to meet processing and statutory deadlines. The post holder will be expected to share in the regular tasks and administrative duties necessary for the smooth day-to-day operation of the office.

As appropriate, the post holder will provide support and training to other members of the payroll team. The post holder has no budgetary responsibility.
Background Information/Relationships 
The Payroll Office processes two monthly payrolls for approximately 7.000 staff (including University Subsidiary Companies).
The post holder will have frequent contact with staff of all levels, external organisations and statutory bodies. This requires a professional attitude and the ability to resolve queries in situations requiring discretion, tact and diplomacy.

Financial – The annual salary bill is in excess of £90m and staff expenses Circa £1.5m

	
This job purpose reflects the core activities of the post. As the Department/Faculty and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. The University expects that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. 

Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.

	Person Specification This section describes the sum total of knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	Essential/
Desirable

	HNC, A level, NVQ 3, HND level or equivalent with a number of years' relevant experience.

OR
Broad vocational experience, acquired through a combination of job-related vocational training and considerable on-the-job experience, demonstrating development through involvement in a series of progressively more demanding relevant work/roles.
	E


	Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the competency framework for clarification where needed and the Job Families Booklet).
	Essential/
Desirable
	Level
1-3

	Basic Microsoft Office and IT Skills
	E
	1

	Comprehensive working knowledge of current payroll legislation
	E
	2

	Comprehensive knowledge of HMRC legislation relating to Expenses and benefits
	D
	2

	Special Requirements: 
	Essential/
Desirable
	Level
1-3

	Ability to  work outside of regular hours if required to process monthly payroll
	E
	n/a

	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). N/A (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level
1-3

	Communication
Adaptability / Flexibility

Customer/Client service and support

Planning and Organising

Teamwork

Continuous Improvement

Problem Solving and Decision Making Skills

Leadership / Management

Creative and Analytical Thinking

Influencing, Persuasion and Negotiation Skills

Strategic Thinking
	2
2
2
2
2
2
2
n/a
2
2
n/a


	Organisational Information

	All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the University of Surrey Equal Opportunities Policy.

Help maintain a safe working environment by:
· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.

· Following local codes of safe working practices and the University of Surrey Health and Safety Policy.

· Excellent environmental performance is a strategic objective for the University of Surrey.  All staff are encouraged to work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Undertake such other duties within the scope of the post as may be requested by your Manager.

	


	Key Responsibilities
This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities (5 to 8 maximum) and should be read in conjunction with the accompanying Job Purpose.

	1. Has payroll responsibility for designated section of University departments
2. Responsible for monthly processing of one University Subsidiary Payroll
3. Responsible for payment of Statutory/Creditor payments and reconciliation of above payroll
4. Validation of Staff Expenses ensuring compliance with Company policies and HMRC Regulations
5. Resolve queries / issues from all levels of staff / external organisations and Statutory bodies
6. To share responsibility with other Payroll Administrators for the daily running of HR data reports/Interfaces and HMRC online imports
7. To provide support and training to all members of payroll team
8. To share responsibility with other Payroll Administrators for raising/arranging authorisation for Bankline BACS payments in a timely and efficient manner
N.B. The above list is not exhaustive.


Payroll Manager





Deputy Payroll Manager





Payroll Administrators x 4








Payroll Administrative Assistant x 2








