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Principal responsibilities
• Ensuring the accurate and timely processing of payroll for the Trust in line with statutory requirements, employment contracts and Trust policies 
• Holding the external payroll provider to account via regular issues logging and service review, escalating serious and/or persistent queries to the Head of People 
• Ensuring the correct authorization is in place for all transactions, complying with the Trust’s financial scheme of delegation 
• Ensure that academies maintain records of pay changes and variations to contract which match the monthly processing of payroll for schools e.g. via dip sampling each month and by training/communicating requirements to Academy Business Partners 
• On a monthly basis, coordinate review of the payroll amendment tracker, out of balance reports and sign off of school level first and final payroll reports prior to final BACS report sign-offs. This will require effective collaboration with Finance colleagues to ensure that they are able to import monthly GL reports and resolve any costing errors 
• Ensure Academy Business Partners are able to accurately add and remove staff on the payroll system, ensuring all essential data is provided to the payroll provider in the required format 
• Ensuring the transmission of HMRC information to the payroll provider, as well as communicating directly with HMRC 
• Check the accurate calculation within the payroll system of pay elements such as: term time only salaries, occupational and statutory pay for sickness, maternity, paternity, adoption, shared parental leave, unpaid leave, holiday pay, redundancy pay and any other such schemes as the Trust implements or amends 
• Ensure the correct treatment of statutory payments, pension contributions and employee benefits deductions such as cycle to work salary sacrifice, childcare vouchers, private healthcare contributions, Additional Voluntary Contributions for pensions etc. 
• In collaboration with People Team colleagues, review the input of absence, ensuring that pay and entitlements are paid and deducted in line with statutory requirements and the Trust’s policies 
• Monitor and ensure accurate recording by academies (for school-based staff) and People Team colleagues (central staff, headteachers and academy business partners) of temporary amendments e.g. overtime, casual hours and ensure the required authorisations are completed to evidence these changes for approval and audit purposes 
• Ensure that the external payroll provider applies accurate treatment of childcare vouchers, cycle to work, student loans, Court Orders and other pay impacting elements 
• Alongside People Team colleagues, respond in a timely manner to queries from staff and managers received in the HR inbox, email, telephone or in person 
• Support staff and school managers with tax, NI, pension related pay queries while ensuring that such support does not stray into providing personal tax or pension advice and that issues are escalated where necessary 
• Alongside People Team colleagues, apply the correct controls and processes to ensure accuracy of pay following implementation of annual incremental pay progression uplifts, cost of living awards, national minimum wage rates, apprenticeship rate increases etc 
• Contribute to induction training and ongoing training of Academy Business Partners and People Team colleagues to ensure they are best placed to accurately input and maintain pay, pension and benefit changes to employees 
• Maintain continuous professional development to ensure up to date knowledge of pay, pension and benefit matters, sharing this knowledge with colleagues 
• Contribute as an effective member of the People Team to providing an effective and efficient service to the Trust’s staff and managers 
• Review, develop and identify payroll procedure improvements using experience and knowledge, making recommendations to the Head of People 
• Where appropriate, assist school business managers (ABPs) with communications with HMRC 

Pension: 
• Coordinate pension administration in line with the Trust’s policies and employer responsibilities compliance for contractual and auto-enrolment, including starters, leavers, transfers, and retirements. Work closely with the external managed payroll service provider’s pension administration function 
• Assist colleagues and scheme members in relation to pension matters e.g. assisting with completing retirement applications, arranging pension fund seminars to inform employees about their schemes 

General 
• Promote compliance with trust wide policies and processes 
• Draught clear and accurate correspondence 
• Assist in developing and improving processes and documentation 
• Collect data and support the preparation of management information reports as required 
• Collect information for national reports for example gender pay gap, trade union facilities time, pay progression 
• Support the collection of data for Subject Access Requests and Freedom of Information requests 
• Ensure information requests are fulfilled by the relevant deadline 


