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Job Title: Payroll Officer
Department: Payroll
Reports To: School Business Manager/Headteacher
Location: Ormiston Queensmill Academy, Ormiston Kensington Queensmill Academy and Satellite units

Job Purpose:
The Payroll Officer will be responsible for managing all aspects of payroll processing for Ormiston Queensmill and Ormiston Kensington Queensmill Academies, ensuring employees are paid accurately and on time. Responsibilities include calculating wages, benefits, taxes and deductions whilst maintaining compliance with organisation policies and government regulations. The role requires strong analytical skills, attention to detail and experience with payroll software systems.

Key Responsibilities:

· Payroll processing: accurately prepare and process monthly payroll for employees, including salary calculations, overtime, bonuses and deductions.
· Compliance and taxation: ensure payroll complies with all relevant laws and regulations.
· Data Entry and maintenance: maintain and update employee records in the payroll system, ensuring the accuracy of salary details, leave balances and deductions.
· Overtime and deductions: thoroughly check monthly overtime and deductions.
· Reporting: submit the payroll reporting pack to the payroll provider on time and meticulously review pre—pay reports, including salary summaries, tax deductions and other relevant metrics for management and audit purposes.
· Issue resolution: respond promptly to employee enquiries regarding payroll, addressing any discrepancies or concerns.
· Benefits administration: coordinate with the School Business Manager and HR Officer to manage deductions for pensions and other employee benefits.
· Audits: assist with internal and external audits by providing payroll records and relevant documentation.
· Systems management: support payroll system updates, improvements and troubleshooting to ensure smooth payroll operations.
· Confidentiality: Maintain confidentiality of information acquired in the course of undertaking duties for the academy.
· Undertake such other duties appropriate to the grade of the post Ormiston Academy Trust may from time to time reasonably determine.
· Provide reception cover during periods of staff absence or operational need 
· Have due regard at all times to the academy’s policies, organisation and arrangements for Health & Safety at Work.


Flexibility Clause
· As a term of your employment, you may reasonably be expected to perform duties of a similar or related nature to those outlined in the job description.
Variation Clause
· This job description may be reviewed periodically to ensure that it reflects the responsibilities of the post. Any proposed changes will be discussed with the postholder in consultation with the Line Manager. The academy reserves the right to make reasonable amendments following consultation.

Context
· All staff are part of a whole academy team. Each individual is required to support the values and ethos of the academy and academy priorities as defined in the Academy Improvement Plan. This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy, pressurised environment.
· The above list is not exclusive or exhaustive, and the school may require the post holder to undertake duties commensurate with the level of the role. As part of your wider duties and responsibilities you are required to promote and actively support the academy’s responsibilities towards safeguarding.
· The Trust expect that employees deal with people politely and tactfully, communicating with colleagues both formally and informally, modelling the academy’s Code of Conduct and the equality policy objectives.

Performance Management
· Participate in the academy’s arrangements for performance management, professional development, quality assurance and internal verification.
Safeguarding
· Ormiston Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. 
· This post is subject to an Enhanced DBS check and satisfactory safeguarding clearances. 
· The postholder must comply with safeguarding policies, procedures, and statutory guidance, including Keeping Children Safe in Education. 
· Due to the nature of this role, the postholder will be required to disclose any criminal convictions, cautions, reprimands, bind-overs, or pending cases, including those considered “spent” under the Rehabilitation of Offenders Act 1974. 
· The existence of a criminal record will not necessarily prevent appointment and will be considered in line with safer recruitment and safeguarding guidance.
· An enhanced disclosure and barring check (DBS) will be a requirement for this post.
· Due to the nature of this position, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken. Therefore, it is essential in making your application that you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences. This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the academy. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.
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