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JOB TITLE:		Payroll and HR Assistant

LOCATION:		DET Central Office – St Martin’s School  

REPORTS TO:	HR Director, with responsibility to Payroll Manager for those aspects of role 

BAND:			Essex Scale 5 (inc Fringe Allowance)

LOCATION/HOURS: 	This is a part time (22 hours per week) year-round (not term time) post in the Central HR Team. Ad hoc visits may be required from time to time to support the Trust’s schools. Some remote working is offered around peak payroll times and/or during school closure periods.	

JOB PURPOSE

· To assist the Payroll Manager with the day-to-day management and administration of payroll, ensuring effective, timely and accurate processes for the secondary schools, supporting primary school School Business Managers as required.
· To assist with producing and checking payroll reports.
· To develop and maintain high quality working relationships with internal stakeholders.
· This is a post for which there are development opportunities in the future in line with growth of the Trust. Further training may be possible via the Apprenticeship Levy.

KEY CORPORATE ACCOUNTABILITIES

· To uphold a commitment to the Trust’s Vision and Values.
· To maintain an awareness of, and a commitment to, the Trust’s Equality and Diversity in Employment Policy in relation to both employment and service delivery and to observe the standard of conduct which prevents discrimination from taking place. 
· The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all employees to share in this commitment.
· To fully comply with the Health and Safety at Work Act 1974 etc, the Trust’s Health and Safety Policy, and all locally agreed safe methods of work.
· These duties are neither exclusive nor exhaustive and the post holder may be required by the HR Director or Payroll Manager to carry out appropriate duties within the context of the job, skills and grade at any site within the Trust.
· To participate in the performance and development review process, taking personal responsibility for the identification of learning, development and training opportunities in discussion with the line manager.

PRINCIPAL ACCOUNTABILITIES 

Payroll

· Enter, check and reconcile monthly payroll, including collating and verifying timesheets, extra hours worked, deductions and contract changes.
· Process payroll administration on the Trust’s payroll/HR system (iTrent) – including starters, leavers and absences which affect pay.
· Support Payroll Manager with the annual cycle of payroll-related changes, including salary increments and cost of living changes for all staff.
· Support Payroll Manager in collating information as required for internal HR and payroll audit processes.
· Once established in post, to assist Payroll Manager in checking of all school payrolls.  
· Respond in a timely manner to employee payroll queries and assist with iTrent enrolment.

HR
· Support Senior HR Advisor (SHRA) and HRBP with administration associated with annual performance management cycle, related employee salary progression including teachers’ threshold applications and issuing timely and accurate annual salary statements.
· Assist the HRBP (secondary schools) and School Business Managers (primary schools) with preparation for and completion of the Workforce Census, including running pre-census gap reports and supporting schools to resolve queries and corrections.
· Assist with processing of records associated with and administration arising from staff absence affecting pay (eg maternity, paternity, shared parental leave).
· Work collaboratively with Senior HRA to track extra time worked by term time staff.
· Assist with administration of contract variations as instructed by HRBP or SHRA. 
· Process administration and payroll in connection with staff resignations, as instructed by Central HR team.
· [bookmark: _Hlk147397242]Assist Central HR team with projects and overflow administration as may be required in peak times or in times of absence. 
· Maintain discretion and confidentiality of HR/payroll information and records at all times.

Reporting 
· Provide regular and ad hoc reports to support and assist Central HR Team with internal auditing processes and to ensure accurate reconciliation of data between HR and payroll systems, including: 
· Reconciliation of payroll records with school staffing records in BromCom and the Single Central Record
· Probation dates, length of service dates
· Reconciliation of staff absences which affect pay between BromCom and iTrent 
· Fixed term contract expiry dates, Recruitment and Retention allowance expiries, key maternity and shared parental leave dates, sick pay reductions.  
· Co-ordinate and produce letters for schools to communicate changes in sick pay. 
· Report on benefits uptake – Medicash 

The duties and responsibilities in this job description are not restrictive and the post-holder may be required to undertake any other duties that may be required from time-to-time.  Any such duties should not, however, substantially change the general character of the post.

This organisation is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

 







PERSON SPECIFICATION – PAYROLL & HR ASSISTANT
	Criteria

	Detail
	Requirements

	Qualifications & Experience
	Specific qualifications & experience
	Proven payroll and HR administration experience
Experience of an education setting desirable
Working towards Chartered CIPP or CIPD status desirable

	
	Literacy
	Excellent reading and writing skills – at least English GSCE (A-C) level or equivalent

	
	Numeracy
	At least Maths GSCE (A-C) level or equivalent
Experience in reviewing data heavy reports and is adept at spotting gaps and inconsistencies

	
	Technology
	Strong ICT skills including MS Office suite
Must be confident in producing, amending and presenting reports in Excel, with basic formulae.
Experience of using a Payroll and/or HR system
Is curious about using technology to improve processes

	Knowledge
	
	Working knowledge of payroll systems and legislation
Working knowledge of HR policies and procedures
Working knowledge of teachers’ pay and conditions (desirable)
Working knowledge of education support staff terms and conditions (desirable)

	Communication
	Written
	Professional writing style

	
	Verbal
	Effective at exchanging verbal information clearly and sensitively and with discretion

	Other
	Teamwork
	Proven experience of working in a team but also able to work on own initiative

	
	Relationships
	Proven experience of establishing rapport and successful working relationships

	
	Information
	Proven ability to provide timely and accurate information

	
	Organisational skills
	Excellent organisational skills
Ability to establish clear checking processes and to work accurately with strong attention to detail

	
	Time Management
	Proven ability to manage own time effectively with competing demands of the job role

	
	Child Protection
	Good understanding of and commitment to child protection procedures

	
	Confidentiality/Data Protection
	Good understanding of procedures and legislation relating to confidentiality

	
	CPD
	Demonstrates a clear commitment to develop and learn
Proven ability to effectively evaluate own performance and share knowledge with others
Ongoing development considered via Apprenticeship Levy for successful candidates following probation.
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