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	JOB DETAILS



JOB TITLE:		 Payroll Analyst

HOURS:		 37.5 hours per week

REPORTING TO:	Financial Controller

BASE:			 Central Office

	JOB SUMMARY



You'll work closely with our Finance and Central support teams, especially HR and you'll liaise directly with colleagues around the organisation to support with payroll queries, especially the administration teams in our homes.


	JOB SPECIFIC RESPONSIBILITIES



· Each employee receives their correct pay, on time.
· Payments are representative of completed and properly authorised work.
· SSP etc is paid correctly.
· Pension deductions are accurate.
· Advances are approved correctly and are monitored.
· Attachments of earnings are processed properly and HMRC submissions are entered correctly.
· Support in other areas of finance as and when needed.


















	PERSON SPECIFICATION



	
	Essential Criteria

	Qualifications/Education

	

	Experience


	Previous experience in Payroll

	Skills/
Knowledge


	Have excellent IT skills, including MS Excel.

	Personal Qualities



	Have great attention to detail.
Work well under pressure.
Be well organised and able to prioritise.


	


This job description reflects the current main organisational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.  

Please sign to confirm you fulfil the essential criteria as detailed above and you accept and agree to deliver and comply with all requirements detailed in this job description for the Lifestyles Assistant position.
	

Post holder’s name:  	…………………………………………………………

Post holder’s signature: 	…………………………………………………………

Date:					…………………………………………………………
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