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	Title: 

	Payroll Administrator 

	Department:

	Finance/Payroll

	Service:
	Central

	Location: 

	Head Office – Hylton Park

	Reports to:

	Payroll Manager 

	Accountable to:
	Finance Executive

	Key Internal Working Relationships:

	Finance Team, Human Resource Team, Operational Managers and ESPA staff



	External Contacts:


	Government Bodies (HMRC), Pension Contractors and Auditors




Job Purpose:

Process ESPA’s payroll in a timely and accurate manner, create and maintain employees' payroll records. 
Calculate wages and applicable deductions based on employee attendance and shift work records.
Prepare reports for management  
Responsibilities:
a. Payroll
1.
Accurately prepare and process monthly payroll into the payroll database (Opera) to include starters, leavers and amendments. 

2. 
Complete and submit all statutory and regulatory monthly and annual returns required by HMRC.​

3.
Responsible for creating, maintaining and updating all payroll processes.​

4.
Deal with enquiries from staff, external contacts and agencies, either in person, by telephone or in writing.

5.
Review and ensure accuracy of additional hours and expense payments.​

6. 
Maintain and update static payroll data as per business requirements.​

7.
Reconciliation of certain aspects of the monthly payroll in advance of the final payroll

8. 
Liaise with managers to ensure timely receipt of payroll and SWR information.

9.
Collate weekly Shift Work Records for all ESPA sites and process in line with company requirements (i.e. holiday, sickness, time owing, sleep ins, on call and additional hours).
10.
Support the production of the monthly payroll journals.

11.
Any other payroll duties as required by the business.​

b. Pension 
1.
To ensure that all eligible staff are processed correctly into the company Group Personal pension scheme in line with the auto enrolment legislation.
2. 
Assist with the payments, reports and returns made to ESPA’s pension providers.
c. Administration
1.
Process all paperwork associated with employment changes and variations to contracts.​

2.
Create and maintain all files ensuring archiving of leavers and cleansing of information held in line with the General Data Protection Regulation.​

3.
Create and maintain up to date folders for all employee benefit information.​

4.
Administer all employee benefits including but not limited to, car allowance, company vehicles.
5. 
To conduct regular systems checks to ensure that the payroll database is working correctly and to identify any problems, reporting issues to the Payroll Manager and/or Finance Executive. 

6.
Support the administration of annual pay review and HR statistics.​

7.
Maintain a monthly payroll file for all new starters, leavers and changes.​

8.
Any other duties as required by ESPA.

This job description outlines the main responsibilities of the post holder, but it is not exhaustive. There may be occasions when the post holder is asked to carry out tasks or duties that are appropriate to their role.

This job description is subject to periodical review between the post holder and their line manager.

The post holder must maintain confidentiality in regard to sensitive or personal information that they may have access to within the workplace.

Commitment to People with an Autism Spectrum Disorder

All staff must endorse ESPA’s mission statement and commitments in providing high quality specialist services designed to meet the needs of individuals with an Autism Spectrum Disorder and related conditions. This commitment extends to service users, their friends and family as well as those involved in their package of care.

Each member of staff is recognised as having a valuable and unique contribution to make towards the continued success of the organisation.
Health and Safety
All staff are responsible for the welfare, Health and Safety of all service users, colleagues and visitors to their working area. Each member of staff must be able to demonstrate that they can identify, report and take action in regard to any risk or hazard through the appropriate procedures. 

Staff are required to identify any significant changes in their personal health that may prevent them from carrying out the full responsibilities of their role.

Staff must attend mandatory training as required.

Equal Opportunities

To promote a policy of equal opportunity, recognising that discrimination is unacceptable.  Ensure service users, staff (or potential staff), and visitors are never subject to unlawful or unfair discrimination on any grounds. This may include reference to their gender, marital status, sexual orientation, race, ethnicity, nationality, religion, age, health or any disability that they may have - both mental and physical (including HIV), their employment status, social background or politics.  

To ensure that this commitment is put into practice, ESPA will adopt positive measures, which seek to eliminate direct or indirect discrimination.  This will include reviewing policies, procedures and practices to ensure that all individuals are treated according to their specific needs or requirements.

……………………………………….

………………………………

Signed
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