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	Payroll and Pensions Officer

	We know from experience that things change throughout the lifetime of a role and so this JD isn’t a list of everything you will do – this gives our people the chance to play to their strengths.


	How you will make an impact…

	· Help maintain the ethos of The Consortium Academy Trust by driving our organisational culture forwards and using every opportunity to embed our values.
· Taking responsibility for your own development - that way we can make the biggest impact!
· We are always looking for someone who can contribute to our growth.
· More than anything, we are looking for a team player who puts their heart in to their work. We have some core values that run through everything we do, and we’d love it if they resonate with you too.


	About the role…

	Main purpose of the role:
· The Payroll & Pensions Officer is the Trust’s lead professional for payroll and pension oversight, responsible for ensuring the effective, accurate and compliant delivery of payroll services through the Trust’s external payroll provider.
· Acting as the intelligent client, the postholder will manage the relationship with the payroll provider, ensuring that payroll services are delivered in line with contractual expectations, statutory requirements, and Trust standards. The role will provide assurance over payroll outputs through robust validation processes, while retaining and applying specialist in-house expertise across payroll and pension matters.
· The postholder will act as the central point of coordination between schools, Shared Services, People Services, and the external provider, ensuring that payroll inputs are accurate, processes are well controlled, and staff are supported with high-quality advice and guidance on payroll and pension matters (including Teachers’ Pension Scheme and Local Government Pension Scheme).

· This is not a payroll processing role. The role is focused on oversight, validation, governance, and advisory activity, ensuring that the Trust remains in control of its payroll outcomes while leveraging the benefits of an outsourced delivery model. 

Key accountabilities

Payroll Provider Management & Liaison 

· Act as the primary liaison between the Trust and the appointed payroll provider. 
· Manage the day-to-day working relationship to ensure effective delivery of payroll services. 
· Monitor provider performance against agreed service levels, deadlines, and contractual requirements. 
· Identify service issues, lead resolution activity, and escalate where necessary to ensure timely and accurate outcomes. 
· Support continuous improvement of payroll services through structured feedback and collaborative working with the provider. 
· Ensure clear separation between payroll processing (provider responsibility) and Trust oversight, validation, and data accuracy responsibilities.

Payroll Coordination & Data Integrity 

· Coordinate payroll inputs from schools and Shared Services, ensuring completeness, accuracy, and consistency prior to submission.
· Establish and maintain clear payroll timelines, processes, and data standards across the Trust.
· Ensure all changes (starters, leavers, variations, absences, allowances) are reviewed and submitted in line with agreed procedures.
· Promote high standards of data integrity to minimise risk and reliance on post‑processing corrections. 

Payroll Assurance, Accuracy & Compliance

· Undertake pre- and post-payroll validation checks to ensure payroll outputs are accurate, complete, and aligned with submitted data.
· Review payroll reports, identify anomalies, and take ownership of investigation and resolution with the provider.
· Ensure payroll activity complies with HMRC requirements, employment legislation, and Trust policies.
· Maintain strong internal controls and audit trails across all payroll activity.
· Support internal and external audit processes, providing evidence and assurance as required.

Pensions Oversight

· Oversee the accurate administration and submission of pension data for TPS and LGPS.
· Ensure correct application of contribution rates, opt-ins/opt-outs, and statutory requirements.
· Coordinate year-end returns and reconciliations in line with pension scheme requirements.
· Act as the primary contact for pension scheme administrators, resolving complex queries and ensuring compliance. 

Expert Advice & Stakeholder Support
 
· Act as the Trust’s subject matter expert on payroll and pensions, providing authoritative advice and guidance to schools and Shared Services.
· Support interpretation of pay, terms and conditions, and statutory requirements.
· Provide guidance on complex pay scenarios (e.g., maternity, sickness, contractual changes).
· Build strong working relationships across the Trust to promote consistent and compliant payroll practices. 

Data Management & Reporting

· Maintain accurate and secure payroll records in line with GDPR and data protection requirements.
· Use payroll and HR systems to analyse outputs, identify trends, and support informed decision-making.
· Support month-end and year-end processes, including reconciliations and reporting.

Continuous Improvement & Governance 

· Contribute to the development and refinement of payroll processes, controls, and policies.
· Support the implementation of system or process changes impacting payroll.
· Promote a culture of continuous improvement, accountability, and compliance across payroll activities. 

As a member of staff of The Trust
· Role model appropriate behaviours within a professional environment including conduct, communication, and personal appearance
· Role model high levels of literacy and numeracy including modelling appropriate language
· Aspire to develop own professional skills and qualifications
· Use all forms of social media appropriately
· Take responsibility for the reputational management of all sites across the Trust
· Contribute to systems of evaluation and performance of the organisation positively


	About you…

	This is the job for you if you hold the following qualifications, experience, knowledge, skills and values:

Qualifications and Training

Essential
· Good standard of basic education, up to GCSE or equivalent 
· Significant experience working within a payroll function.
· Strong knowledge of payroll legislation, HMRC requirements, and best practice.
· Experience of working with payroll systems and interpreting payroll data 

Desirable 
· Experience of managing or overseeing outsourced payroll services.
· Experience of contract or supplier management.
· Knowledge of education sector payroll and pensions (TPS / LGPS).
· Customer service or stakeholder management training. 

Experience, Knowledge and Skills

Essential
· Excellent IT skills the use of office applications including using and updating spreadsheets and 
· databases  
· Excellent communication skills 
· Ability to form relationships with staff and the wider consortium academy trust 
· Ability to work proactively to develop skills 
· Ability to work within a team 
· Ability to deal with difficult situations and resolve 
· Ability to work flexibly and use own initiative to achieve objectives 
· Ability to work using own initiative 
· Ability to resolve problems 
· Ability to ensure confidentiality of information 
· Accuracy of work 
· Ability to work to deadlines and with minimal supervision 
· Experience of working under pressure within a busy environment 
· Experience of working in a payroll environment 
· Good verbal communication skills 
· GDPR knowledge 
· Good interpersonal skills, able to communicate effectively with a range of audiences internally 
· and externally 
· Knowledge in personnel contractual terms and conditions 
· Knowledge in HMRC statutory legislation including calculations and rates of pay 

Desirable 
· Experience of working in a team preferably in a school environment 
· Knowledge of the education sector 
· Knowledge of pay and conditions of teachers and support staff in a school/academy 
Values and Personal Competencies

Essential 
· Committed to the values and vision of the Trust.
· Team focused with the ability to work independently and take initiative.
· Committed to equality, diversity and inclusion.
· Strong morals, ethics and sound judgement.
· A role model of the Trust’s Values.
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