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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Trust Payroll Officer
Salary:	Band 8, Point 17 to 22 
Hours of Work:	37 Hours per week, AYR
Post Status:	Permanent
Disclosure level:	Enhanced
Responsible to:	Chief Finance Officer

Role Overview

This is a new role managing the trust payroll under the direction of the CFO. The role would suit an experienced finance and payroll professional, ensuring that employees are correctly paid to strict deadlines each month. In accordance with trust methodologies, the successful candidate would be afforded considerable scope to manage their time and duties as they deem appropriate.


Responsibilities
· Main point of contact with the trust’s payroll provider
· Ensure accurate processing of all salary payments, including overtime, salary sacrifice schemes, sick pay, maternity pay, or similar. 
· Ensure the accurate processing of contract changes, effectively liaising with HR to achieve this.
· Financial administration of Carlton Cares employee benefit schemes.
· Balance and check monthly deductions, accurately entering these to trust finance systems.
· Check auto enrolment of teachers and support staff pension schemes and accurate processing of ‘opt-out’ forms.
· Prepare monthly pension information for annual teacher pension audits.
· Respond to payroll and pension enquiries in a helpful, professional and timely manner.
· Prepare payroll information for the year-end and annual audit processes.
· Ensuring accurate upkeep of staff contract information within software.
· Processing orders, invoices, journals and bank transactions (including credit and direct debit transactions) ensuring correct approval has been obtained.
· Ensuring all transactions are processed to correct DfE coding criteria to allow accurate and compliant monitoring of income and expenditure.
· Any other responsibilities reasonably associated with the role.







PERSON SPECIFICATION – Trust Payroll Officer
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	GCSE English and Maths at Grade C / Level 4 or equivalent
	*
	
	C

	Knowledge of payroll legislation and statutory payments (e.g. SSP, SMP, SPP)
	*
	
	A/I

	Understanding of statutory holiday and contractual pay
	*
	
	A/I

	Familiarity with Teachers’ and Local Government Pension Schemes
	
	*
	A/I

	Knowledge of DfE financial coding and reporting requirements
	
	*
	A/I

	
	
	
	

	EXPERIENCE
	
	
	

	Experience working in a payroll role
	*
	
	A/R

	Experience processing salary payments, deductions, and pension contributions
	*
	
	A/I

	Experience liaising with external payroll providers
	*
	
	A/I

	Experience working with finance systems and processing financial transactions
	*
	
	A/I

	Experience in a school or education payroll setting
	
	*
	A

	Experience using Access Education Finance and Dataplan payroll systems
	
	*
	A

	
	
	
	

	SKILLS 
	
	
	

	Strong IT skills, particularly Microsoft Excel
	*
	
	A/I

	Excellent administrative and organisational skills
	*
	
	A/I/R

	High attention to detail and accuracy
	*
	
	A/I/R

	Ability to manage time effectively and meet strict deadlines
	*
	
	A/I/R

	Strong written and verbal communication skills
	*
	
	A/I

	Ability to interpret and apply payroll and pension regulations
	
	*
	A/I

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	High standards of professionalism and integrity
	*
	
	I/R

	Resilient and adaptable to change
	*
	
	I

	Flexible approach to work and willingness to support wider team
	*
	
	I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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