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	Job Description

	
	Payroll Administrator

	
	Reporting to:
	Jennifer Dunbar – Payroll Manager

	
	Responsible for:
	This role does not have direct line management responsibility for Team Members at this time. 



Aims of the post
This is a fixed term contract for 9 months (with potential to be extended), 16 hours per week Monday to Thursday. Working hours to be discussed.

The role works across all parts of the business and will give exposure to the multifaceted nature of payroll in both the care and education sector. 

Drawing on their experience as a payroll administrator, the post holder will help ensure that all payrolls are delivered in an accurate and timely manner, adhering to all statutory and company requirements.  Working closely, and with backing from the payroll officer and payroll manager, you will be providing support to operational Team Members and Managers as well as our Team Members in people services and central support services to deliver a high-level payroll service. 

Main purpose of the job
· Support the payroll officer and payroll manager on administrative duties within the payroll department
· Process starters, leavers and any other changes that impact pay. 
· Check and input mileage and expenses claims. 
· Ensure compliance with Data Protection and GDPR. 
Administrative Duties
1.1 Support with processing of mileages and expenses claims, ensuring accuracy and appropriate authorisation
1.2 New Starter checks including completeness and correct assignment
1.3 Other duties to support the payroll team
Managing of Emails 
1.4 Organisation and filing of emails into appropriate locations
1.5 Inputting and maintaining data in excel in relation to new starters, leavers and other Team Member related changes
Timesheet Support 
1.6 Reviewing cost centres and schedules for accuracy and raising queries with team members as necessary
1.7 Resetting credentials for team members
Health, Safety & Wellbeing
1.8 Take care of your own health and safety and that of people who may be affected, including People we support, fellow Team Members and visitors by what you do (or do not do).
1.9 Cooperate with others on health and safety, and not interfere with, or misuse, anything provided for your health, safety or welfare.
1.10 Follow the Company’s Policies and procedures, training and instruction you have received while at work.
1.11 Immediately report and Health and Safety concerns to your line manager.
Relationships
1.12 Establish and maintain balanced and cordial relationships with Team Members, leaders, customers, the local community and other parties to whom Phoenix has dealings.
1.13 Always represent the Company and our services in a professional way.
1.14 Work as an integral part of the Finance & Payroll team, as well as Operational teams; supporting to provide high quality customer service.
1.15 Develop positive and proactive relationships with Central Support ‘Hub’ services (e.g. People Services, Finance, Property Services, IT and other central support services).
Personal Responsibilities
1.16 Maintain own continuing professional and personal development (supported by the organisation where appropriate) to ensure up-to-date knowledge of legal requirements and relevant quality and governance developments.
1.17 Responsible for organising and prioritising own workload in the day to day allocation of work.
1.18 Understand your responsibilities for safeguarding when interacting with People we support, their personal information and when visiting any of our services. 
1.19 To maintain appropriate confidentiality of information relating to the Company and its Team Members and maintain compliance with the Data Protection Act and General Data Protections Regulations (GDPR).
1.20 This role will act as a role model for the Phoenix Values and Code of Conduct.


Person Specification
APP = Application          INT = Interview          AST = Assessment

	Essential Criteria
	Measurement

	
	APP
	INT
	AST

	Have strong attention to detail and be well organized.
	
	
	

	Have proven knowledge and experience in working in a payroll admin role 
	
	
	

	Working to tight deadlines in a fast-paced environment  
	
	
	

	Competent knowledge and use of Word, Excel, Outlook, MS Teams etc  
	
	
	

	Willing to work on a flexible basis to meet the needs of the business  
	
	
	

	Self-motivated, able to work as part of a team, but also on own initiative  
	
	
	

	Excellent time management skills  
	
	
	

	GCSE English and Math Grade A -C or equivalent  
	
	
	

	Proficient in Excel  
	
	
	

	Good interpersonal skills and customer service approach with resilience  
	
	
	



	Desirable Criteria
	Measurement

	
	APP
	INT
	AST

	Proficient in Excel  
	
	
	





Competency Framework

	Core

	
	Demonstrates fortitude in actions and personality
	

	
	Continued focus on people we support and engage with
	

	
	Communicates and interacts with colleagues positively
	

	
	Take responsibility for personal practice and development
	

	
	Strives for quality improvement
	

	
	Delivers functional competencies
	As set out in your job description. 









Values

	Organisation Values
	Measurement

	
	APP
	INT
	AST

	
	Nurture
	To support, cherish and encourage the individual based on their own opportunities now and into the future.
	
	
	

	
	Flourish
	To provide the right environment and encouragement for each individual to make their own unique achievements.
	
	
	

	
	Grow
	To foster, cultivate and develop positive relationships and progression.
	
	
	




	Team Charter
	Measurement

	
	APP
	INT
	AST

	
	Honesty
	Mutual honesty is the cornerstone of any relationship we build with the people we work with.
	
	
	

	
	Empathy
	We work to understand and empathise with all the individuals we care for – it is important we show empathy and not sympathy.
	
	
	

	
	Aspiration
	We work to assist all individuals aspire to achieve their goals and outcomes.
	
	
	

	
	Respect
	We treat others in the same way we wish to be treated and to build shared respect.
	
	
	

	
	Teamwork
	We strive to provide consistency in our approach through effective teamwork and to bring the best out of each other.
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These duties aren’t exhaustive and may be altered at any time to reflect the changing needs of the organisation.
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