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Maiden Erlegh Trust
Job Description
	Role

	Payroll Assistant
	School/Department
	Maiden Erlegh Trust HR

	Grade

	Grade 4, spinal points 7-11

	Reports to
	Payroll Manager

	Job Evaluation Code
	CEN013
	Hours of work
	37 hours per week, all year round

	Purpose


	To assist the Payroll Manager in ensuring the accurate, timely, and compliant payment of teaching and support staff across all ten schools in the Trust. To liaise with the outsourced payroll provider and pension schemes in order to deliver an excellent payroll service to staff. To support on HR administration, recruitment and onboarding as required (approx. 10-20% of time).

	Scope


	Staff responsibilities:
None
	Financial accountability:
N/A

	Relationships
	The postholder will garner positive relationships with a range of stakeholders. These will include, but are not limited to, school leaders and colleagues in Trust schools, school staff, shared services staff, outsourced payroll provider, pension scheme providers. 

	Supporting Maiden Erlegh Trust
	The postholder will be expected to visit schools within the Trust to foster positive relationships with key colleagues.


	Main duties and responsibilities
	Payroll Function 

· Support the Payroll Manager in ensuring payroll changes are accurately provided to outsourced payroll provider via HRMIS (Every) and processed correctly each month.
· Working closely with the Payroll Manager, responsible for ensuring that regular, consistent and timely information and instruction is input into the payroll system. 
· Lead on capturing monthly payroll changes via payroll tracker, raising tickets with the payroll provider as necessary.
· Ensure all information required for monthly Headteacher approvals, including bank details and new starter HMRC statements have been input to HRMIS (Every).
· Assist with monthly payroll checking, performing simple calculations to check payments have been processed correctly and pre-payroll reports are accurate.
· Monitor absence and flag where salary reductions are due and draft (template) letters notifying employee.
· Monitor the Pay queries and HR inboxes.
· Act as a professional, first point of contact for payroll and HR queries. Respond to enquiries (both internal and external) in a timely and efficient manner, in line with statutory and policy requirements. 
· Lead on overtime queries from School Business and Operations Managers.
· Ensure P45s are provided by payroll provider and sent to leavers each month. 
· Assist Payroll Manager in dealing with payroll adjustments, drafting (template) letters to employees.
· Provide administrative support to the annual salary review and statement processes. 
· Manage pension opt out/opt in requests in conjunction with payroll provider.
· Respond to routine queries from pension providers to confirm pension history, in conjunction with payroll provider.
· Process childcare vouchers monthly.
· Support in provision of information for payroll/HR audits.
· Support in provision of monthly and annual ONS survey data.
· Support in provision of annual cost of living/increment increases to payroll provider.  

HR recruitment and onboarding
· Generate offer letters, contracts, contractual changes via the Every system.
· Process all starters/leavers in a timely manner.  
· Work with the local schools to compile the Workforce Census and meet submission deadlines. 
· Ensure completion of appropriate employment, social media and vetting checks and maintenance of the Single Central Record within Every.   
· Conduct induction and probation tasks to support new starters and line managers

Other
· Advocate the development and implementation of new HR systems and processes, and assist with other HR projects where required, as part of own departmental development.
· Work with the wider People team to deliver and monitor impact of the Trust’s People Strategy.  
· Take responsibility for your own continued professional development.


	Other requirements and responsibilities
	Level of DBS required:
Enhanced with Children’s Barring List



The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
Maiden Erlegh Trust is an Ethical Leadership Pathfinder organisation and we are committed to safeguarding, equality and promoting the welfare of children and young people. We are also committed to having the highest expectations of pupil/students and staff, and supporting everyone to reach their full potential.  All employees of the school and Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
	Signed:
Post holder
	

	Date:
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Person Specification

	Role

	Payroll Assistant
	School/Department
	Maiden Erlegh Trust / HR

	Qualifications, training and education

	· Good standard of education including GCSE level English and maths (or equivalent).
· Relevant payroll qualification, or willingness to undertake training.
· Demonstrable knowledge, professional development and experience relevant to the role is an advantage.
· Safer recruitment trained, or willingness to undertake training.


	Experience



	· Administrative experience essential
· Experience of end-to-end processes, payroll, and ideally experience of working in a payroll support role preferred.
· Understanding of the Single Central Record ( ‘SCR’) desirable


	Skills and abilities












	The post holder will be expected to: 
· Have a passion for payroll and be committed to delivering excellent customer service.
· Work with a high degree of accuracy, confidentiality and attention to detail.
· Be highly organised with excellent administrative skills and able to work harmoniously, efficiently and often under pressure.
· Be flexible, with a ‘can-do’ approach and the ability to work independently.
· Have the ability to prioritise.
· Have excellent communication skills, particularly in the drafting of correspondence, formal letters and responding to queries.
· Be accessible, responsive and accountable to others.
· Be able to build effective working relationships and work well as part of a busy team.
· Strong commitment to working as part of a team.
· Be highly proficient in Word, Outlook, and Excel and ideally have experience of using HRMIS software.
· Understand and respect sensitivity of HR information and employee records and ensure confidentiality of all written and verbal communications.
· Understand the importance of safeguarding and safer recruitment within a school environment.
· Be supportive of the values and ethos of Maiden Erlegh Trust.

	Requirements specific to the role

	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
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