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ROLE PROFILE
	Job: Payroll and Benefits Officer
	Reports to: Payroll & HR Team Lead
	Tier: 5N



	JOB PURPOSE: 
To assist in the provision of a timely, accurate end to end internal customer focussed payroll & benefits service to the Group as well as assisting in the development and operation of an accurate workforce-reporting framework to the Group.

	Key Competencies:

· Flexibility & Resilience

· Meeting Customer Needs

· Interpersonal Understanding

· Results Focus

· Building Relationships
· Gathering/Seeking Information
· Innovation 
· Problem solving & Decision Making


	Key Responsibilities:
· Provide support across  the Payroll Team 

· Payroll processing and reconciliation

· To undertake the preparation and input of payroll instructions to enable the accurate payment of salary to staff (i.e. starters, leavers, changes, Overtime, etc.) 

· Process Enforced and Voluntary deductions in accordance with departmental process (i.e. court orders, CSA, AEOs, union, student loan deductions, etc.)

· Processing of HMRC instructions (P6, P9, SL1, P45, etc.)

· Checking and validation of Absence payments (sickness, holidays, etc.) amending values and resolving cases where appropriate

· Calculate manual SMP entitlements to ensure system is processing correctly and produce SMP schedule including verification of Pension contributions, correcting if applicable.

· Running the HR Data import to apply changes to the payroll system including checking and validation taking appropriate action to correct any issues identified

· Calculation of Back pay for Starters and pro rate salary for leavers

· Manual calculations for payment adjustments/corrections including raising appropriate payment requests

· Checking/Peer Review of colleagues input to ensure accuracy and compliance with departmental processes. 

· Responsible for the reconciliation of payroll data to finalise the payroll

· Pensions Processing and Administration

· Responsible for Starter and Leaver notifications for all Pension Schemes including notifications to the provider.

· Updating Payroll system to reflect employee changes

· Reconciliation of Pension contribution data including notifications to providers and payment within statutory deadlines

· Ensure Compliance with employer Auto Enrolment duties

· Processing Payroll cycles

· Reconciliation of monthly Payrolls 

· Producing period reports used in the sign off process and ensuring accuracy

· Producing the periodic payroll Journal for Finance (including supporting reports)

· Reconciliation of Monthly PAYE controls together with filing FPS and EPS returns to HMRC 
· Creating and validating BACS reports form Net payments and ensuring payment instructions issued to Treasury for transmission

· Ensuring Payroll outputs are raised and issued in accordance with departmental process (Payslips, P45s, P60s, payments to third parties, etc)

· Payroll Processing (General Activities)

· Liaise with external agencies, companies and individuals to provide and obtain information to resolve payroll related queries in reference to Tax, NI and Pension in a timely manner

· Provide manual calculations to net payment to provide BACS, cheque or CHAPS advance payments on salary.

· Review Overpayment cases and manually calculate Gross to Net values to inform HR of recoverable amounts, make appropriate corrections to Individual Payroll records including RTI notifications to HMRC 

· Undertake administrative tasks in support of the payroll service

· Receive and respond to queries and requests for information from staff in relation to their pay and benefits ensuring a timely response and customer focussed 

· Peer Review colleagues work to ensure accuracy and compliance with departmental processes

· Additional Tasks

· Assist in project work as and when required

· Ensure compliance with National Minimum Wage / Living Wage policies 

· Ensure applications for Salary Sacrifice arrangements comply with legislative and departmental policies

· Administer Chaps payments as appropriate

· Respond to Pension providers queries



	
	Essential
	Desirable

	Knowledge skills & experience


	· Demonstrate good payroll knowledge 

· Knowledge of tax, national insurance, SMP,SSP, SAP, SPP and Pensions Administration
· Able to provide accurate data reports

· Proficiency in payroll reconciliation

· Able to calculate and process manual calculations and calculate back pay and overpayments

· Self-motivated and able to meet deadlines

· Able to use Excel proficiently (including advanced formula, lookups and pivot tables)

· Proficiency in payroll reconciliation

· Experienced in processing monthly payrolls for a high volume of employees
· Ability to communicate to all levels of the business
	· Varied experience of Payroll systems with ability to adapt to change
· Knowledge and understanding of employment law and contractual obligations
· Experienced in End of year procedures including HMRC reporting and software updates and testing



	Specific Role Accountabilities for People, Finance and Policy (i.e. accountability for managing a team/ budgets etc.)
	
	

	Key Relationships (internal/external)

	· Ability to build good working relationships with internal departments
	

	Qualifications

	
	· CIPP or other relevant professional qualification

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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