[bookmark: _GoBack]JOB DESCRIPTION

Job Title and Code:		Payroll Administrator (F15)

Reporting to:			Payroll Senior’s

Job Description Date:		September 2016

MAIN PURPOSE

Provide a comprehensive payroll service for all designated colleagues

KEY RESPONSIBILITES

SERVICES

· To understand the nature and ethos of the company's delivery of care services in both its business and care aspects, and to align the development and operation of all the functions of Finance accordingly.

· Wherever possible support front line managers and staff to achieve best practice in the delivery of care to the residents of Homes.

COLLEAGUES

· Support the managers in charge of the financial processing functions.

· Communicate and work effectively with all departments in the Company. 

· Understand, and ensure the implementation of, the Company’s Health and Safety policy, and Emergency and Fire procedures.

· Promote safe working practice within your work location. 

· Ensure the security of your work location is maintained at all times.

· Adhere to all Company policies and procedures within the defined timescales.

· Participate fully in the Company’s Staff Appraisal reviews. 

· Maintain effective communication and support to the whole business and Colleagues.

· Maintain and improve professional knowledge and competence.

SERVICE PERFORMANCE

· Process payroll from start to finish for designated colleagues.

· Understand the calculation of tax and national insurance

· Be able to apply statutory payments in relation to SMP OSPP ASPP SSP

· Demonstrate an understanding of Real Time Information (RTI)

· Demonstrate an understanding of Workers pension Auto Enrolment (WPAE)



· Receive and check information sent from the Homes and Head Office thoroughly and precisely.

· Process payrolls to tight deadlines as applied by the Company Payroll Manager.

· Pay via the BACS system.

· Maintain all relevant payroll files in an orderly manner and archive as and when required.

· Make any necessary deductions from colleagues' salary payments, ensuring the correct authorisation have been obtained from the Home/ Head Office colleague.

· Reconcile records and complete forms for end of year returns.

· Calculate Statutory Sick Pay, Statutory Maternity Pay, Statutory Paternity Pay and Statutory Adoption Pay as and when required.

· Ensure that telephone queries are dealt with efficiently and precisely.

· Assist with any other reasonable accounting duty, in either Payroll or another Finance department, as and when required.

· Ensure that the Payroll Department is maintained in a professional, tidy, and organised manner at all times.

· Produce spreadsheets, reports etc as and when required.  Carry out specific Payroll project-related work, as and when required.

· Arrange stationery requests for the Payroll Department, and organise stationery within the Payroll Department, as and when required.  

· Various other ad hoc duties as required to assist colleagues in the support of all financial dealings with internal and external stakeholders, i.e. banks, auditors, shareholders, care home staff.

· Ensure that all information of a confidential nature gained in the course of work is not divulged to third parties.



MEASURES OF ACCOUNTABILITY 

· To improve the quality of our services and premises
· To improve the quality and retention of our staff
· To improve the occupancy of our homes. 
The following applies to all employees:

GENERAL

This job description is subject to continual review and adjustment according to the needs of our residents and the Company in general. The job description will inevitably evolve and change over the period of the employment. This document should not therefore be taken as an exhaustive listing of tasks and responsibilities attaching to the post.  Any changes will be fully discussed with the post holder.





HEALTH AND SAFETY
To take reasonable care for the health and safety of yourself and others who may be affected by your acts or omissions at work, and to co-operate with any requirement to adhere to Statutory or other safety regulations.


Signed: ……………………………………………………………………………

Printed: ……………………………………………………………………………

Date: ………………………………………………………………………………
