

Information pack for the post of 
Payroll Officers
Job reference number 1226
Closing date: 8 January 2025 (noon)
Interview date: To be confirmed

Guidance on completing the application form.  

Please ensure all sections of the application form are complete.

Before filling in your application form, please read the job description carefully. This outlines the duties to be performed, the person specification will outline the skills, abilities and qualifications required of the postholder. You will need to demonstrate that you meet the requirements of the job description, (or at least have the potential to do so), in order to be shortlisted for an interview.

Please note, when copying and pasting text into the online application form the formatting may change, so please check before submitting.

Disclosure and Barring Service (DBS)

Some posts may be subject to a basic or an enhanced DBS check. This will be stated in the advertisement, Job Description or Person Specification.  Further information about this check can be obtained from the following website: www.gov.uk/disclosure-barring-service-check

Politically Restricted Post 

Some posts may be politically restricted which means Under the Local Government and Housing Act 1989 some posts will be disqualified from being a Councillor, Member of Parliament or Member of the European Parliament. The regulations restrict you from undertaking:

Candidature for election
Holding office in a political party
Canvassing at elections
Speaking or writing publicly on matters of party political controversy.

Additional Clearance

Some posts may at any time be required to undertake additional clearance or checks.  

These may be required in order to comply with a request from a Government body or as a result of a statutory requirement and may include some form of criminal record check.

Referees

References must cover the last 3 years together with a reasonable account of any significant periods (6 months or more) of time spent abroad. 
Ensure that the names of referees that you supply relate to people who you know in a professional capacity. Ideally, at least one referee should be your current manager or college tutor. Previous managers or tutors can also be named, but where possible, you should avoid providing names of colleagues or friends as referees.

Your referees will be asked to supply information regarding your professional and technical ability, your character and personality, and your timekeeping and reliability. They will also be asked for information regarding your general health and absences on the grounds of sickness over the last two years.
 
Evidence of information provided in your application form

Successful candidates will be required to provide documentary evidence of the qualifications required to do the job. We reserve the right to verify any information given on the application form and failure to provide such evidence will result in the offer being withdrawn or in dismissal.

Equality and diversity

Spelthorne Borough Council is committed to equality of opportunity for all in relation to the services and functions it carries out and in the employment practices it follows. As a responsible employer, the Council will conduct its affairs in a manner which will not unlawfully and unjustifiably cause disadvantage to any employee or job applicant on the following grounds: age, disability, sex, gender reassignment, pregnancy and maternity, race, sexual orientation, religion or belief or marriage and civil partnership.

As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy.

Complaints about equality and race equality issues will be dealt with promptly and seriously. Please refer to our website for further information.

Eligibility to work in the UK

The Asylum and Immigration Act makes it a criminal offence for employers to recruit staff who are not entitled to work in the UK. Therefore any offer of employment will be subject to the provision of documentary evidence to demonstrate that the successful candidate is entitled to work in the UK.

What happens after I submit in my application?

The shortlisting panel will look at your application form after the closing date to see how well your skills, experience and knowledge meet the requirements of the job set out in the person specification.  Candidates who are shortlisted for interview will be advised of the arrangements.  

Telephone 01784 444263 or e-mail recruitment@spelthorne.gov.uk with any queries.

You are also able to apply online using www.surreyjobs.info


www.spelthorne.gov.uk






Payroll Officer vacancies  
We have 50 vacant hours established to provide a full payroll service to the authority and we will consider applications on a flexible basis including: Full time (36 hours per week), Job share (25 hours per each post), or a combination of working hours to provide the service.
Salary range: £34,125 to £41,497 per annum (pro rata for part time hours), dependent upon experience.  (Please note there is a salary bar at £36,282 and progression beyond this point is subject to approval from the HR Manager)
We are looking for experienced Payroll Officers to join our friendly Human Resources team. Reporting to the Human Resources Manager, you will be responsible for running and managing the entire payroll for Spelthorne using iTrent (HR and Payroll software), for which training will be given.
There will be an opportunity to work partially from home, but you will be required to work flexibly to cover the monthly payroll cycle and statutory reporting requirements including year-end submissions which may require additional working hours.
You will be a keen team player who can liaise and work with all levels of the organization and have excellent organizational skills to support your technical payroll knowledge.
The ability to innovate and work logically is essential together with building and maintaining effective working relationships within a diverse range of services.
You will be able to work independently and to meet strict payroll deadlines.
In return we can offer excellent conditions of service with a benefits package that includes flexible working hours, pension scheme, free car parking and at least 23 days paid leave (pro rata for part time staff)
This post is identified as a hybrid post supporting both office and home working in line with Spelthorne Borough Council’s policy. The post holder will be required to attend the office in line with a rota and any service requirements.
Spelthorne Borough Council use the Microsoft Authenticator App as a secure way of accessing our network. Successful candidates will be required to use their own mobile device to download and use Authenticator.
Please note as part of the employment checks this post will subject to a BPSS (Baseline Personnel Security Standard) which includes a basic Disclosure & Barring Service (DBS) check.


[bookmark: _Hlk129858284]

Closing date:  8 January 2025 (noon)
Interview date:  To be confirmed
For full information and to apply online, visit www.surreyjobs.info or www.spelthorne.gov.uk/jobs alternatively, please contact Recruitment Services on 01784 444263 (24hr answer phone) quoting reference number 1226

Unfortunately, we are unable to reply to all candidates.  If we have not contacted, you within 3 weeks of the closing date then your application has been unsuccessful.

All shortlisted applicants will be contacted via email after the closing date. CVs can only be accepted in support of a completed application form.


Working towards equal opportunities

Strictly No Agencies



Spelthorne Borough Council

Job Description


	Date Prepared:
	December 2024

	Post Title:
	
Payroll Officer  

	Post Number:
	4410/4411

	Grade:
	6/M1 (salary bar at top of 6 as agreed by HR Managers)  

	Service:
	Human Resources

	Report To:
	Human Resources Manager

	
	

	General Duties:
	To support the Human Resources (HR) service in providing a proficient and accurate payroll service to the Council including salaries and members allowances. 

	
	

	Regular Contacts: 
	Council managers and staff at all levels, members, Surrey Pensions, colleagues in other Councils, UNISON representatives, HMRC and other statutory bodies.

	
	

	Essential
Requirements:
	Must be numerate with computerised payroll experience and knowledge and understanding of payroll legislation. 

	
	

	General Responsibilities:
	Equal Opportunities:
The Council is committed to achieving equality of opportunity and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.

GDPR:
The council is committed to the principle of confidentiality and the requirements of the Data Protection Act and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.

Health and Safety:
The Council is committed to providing a healthy and safe working environment and expects all employees to implement and promote policies in all areas of their work including attending training as appropriate.



Particular Duties:

1. To be responsible for the running of the monthly payroll.  Ensure the proper payment of salaries and members allowances, making all deductions due in respect of income tax, national insurance, pension contributions and others that may be introduced and account for them to the various authorities involved.

2. Be responsible for all payroll input and maintain the system.  

3. Assist the HR Analyst and Systems Officer for all payroll maintenance functions.

4. Maintain casual payroll. Process casual staff payments including holiday payments.  

5. To be responsible for the running and maintenance of the Elections payroll. As and when required.

6. Responsible for maintaining adequate records for various payments and statutory deductions eg National Insurance, Statutory Sick Pay, Statutory Maternity Pay, etc. 

7. Monitor and maintain the BACS limit.  Escalate to Finance to increase any limits if required.

8. Correspond with staff and managers to advise them of statutory payments, to include sick payments and maternity/paternity/parental pay forecasts to support budget planning. 

9. Assist with the reconciliation of payroll details with monthly costing records.

10. Implement all salary, incremental increases and allowance awards approved by the Council.

11. Responsible for coordinating the PAYE settlement agreements covering payments and benefits not taxed through the monthly payroll.

12. Maintain a record of Check Employment Status for Tax forms (IR35) and make deductions if within the IR35 legislation.

13. To provide management information and statistics as required on any payroll matter.  To include running reports if requested. 

14. To liaise with colleagues in HR and with managers on all payroll matters and authorisation of payments ensuring accurate records are maintained.

15. Providing professional payroll related advice to managers and HR Team based on payroll legislation and Council policies and processes

16. To act as subject expert and highlight anomalies as appropriate to contractual and other payment changes.

17. To ensure any payments due to end or be reviewed in line with agreed payment terms are actioned. 

18. To comply with external and internal audit requirements and records are complete and to hand as and when required.  To provide financial information as and when requested by the auditor.

19. Highlighting and acting on any discrepancies in payroll.

20. To ensure the payroll system is up to date with legislation. Together with the HR Analyst and Systems Officer, management of any upgrades including, processing, reading and applying an upgrade in a timely manner to meet statutory changes. 

21. To take a lead in any changes to the payroll system to support any reporting requirements and changes to terms and conditions.

22. When required by the HR Analyst and Systems Officer to work with external consultants to maintain, develop and check any Payroll aspects of the system. 

23. To be the main point of contact with Surrey Pensions and AVC provider for payroll related matters.  Prepare and send monthly returns of data files and year end within given deadlines

24. Prepare reports on members’ allowances for publication.

25. Preparation and completion of year end returns for HMRC, Finance and Sustainability within set deadlines.

26. Prior to payment ensure self service or other additional payments (timesheets, expenses, etc.) are accurate and completed in line with policy.
.
27. Coordination of salary sacrifice schemes including setting up, monitoring and payments to the providers in conjunction with HR.

28. To provide data to the National Fraud Initiative, monitor and act on anomalies notified by the National Fraud Initiative.

29. [bookmark: _Hlk184230359]To ensure payroll processes are in line with GDPR and retention requirements in conjunction with the HR Analyst and Systems Officer.

30. To resolve any payroll external system faults, to escalate as appropriate, for example, BACS issues in conjunction with the HR Analyst and Systems Officer.

31. To provide remuneration data for any Council staffing related project, i.e. TUPE, pension administration, etc.

32. To work with the HR Analyst and Systems Officer to ensure any emergency payroll process are up to date and in line with emergency plans. 

33. Ensure process notes and training of staff to run payroll, should the Payroll Officer be incapacitated for any reason, are up to date.

34. Responding to payroll related FOIs

Carry out such other duties as may be required by your Group Head/Deputy Chief Executive appropriate to your skills and to a level of responsibility not exceeding the grade on which you are appointed.  In accordance with the Equality Act any reasonable adjustments will be made to overcome any factor which puts a disabled employee or applicant at a disadvantage.

Bar

There is a bar between scale point 28 (top of 6) and scale point 29 (bottom of M1).  Progression beyond this point will be subject to several conditions being met and the agreement of the HR Managers.

The conditions include:

Fully trained and able to carry out the above duties autonomously and accurately without need to refer to anyone else (unless required as part of duty). 

Managing own workload, prioritising and making decisions in line with policy.

Using own initiative to identify and implement new ideas to support payroll. 

Highlighting and acting on any discrepancies in payroll including escalation to senior management if required.

High accuracy of input.

Productive team member with a good working relationship with the whole HR team




Person Specification


	Post:  Payroll Officer
	Post number:  4110/4111


	Key job requirements
	Desirable/
essential
	Testing mechanism

	1. Skills
	
	
	

	Methodical and able to solve technical payroll issues

Provide accurate and timely payroll advice 

Numerate and able to draw logical conclusions

Able to manage a demanding payroll workload and use own initiative

Able to work closely with internal and external colleagues and build strong working relationships

Ability to input data accurately and to strict deadlines

Ability to maintain payroll module of the joint HR/Payroll system ITrent
	Essential


Essential

Essential

Essential


Essential



Essential


Essential
	App/Int/Test 


App/Int/Test

App/Int/Test

App/Int/Test


App/Int/Test 



App/Int/Test


App/Int/Test


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2. Experience
	
	
	

	
Experience of running a full monthly payroll and other ad hoc payrolls as necessary

Experience of making all necessary payroll deductions, statutory returns and maintaining adequate records

Payroll system experience 

Experience of iTrent (HR/Payroll software)

Liaison with staff and managers regarding statutory payments 

Provision of management information and payroll statistics 

Compliance with internal and external audit requirements

Experience of producing payroll reports and statistics from reporting system

MS Office applications (particularly Excel & Word)

	
Essential


Essential



Essential

Desirable

Essential


Essential


Essential


Essential


Essential
	
App/Int


App/Int



App/Int

App/Int

App/Int


App/Int/Test


App/Int


App/Int


App/Int



	
	
	

	Experience of working in local government
	Desirable
	App/Int

	
	
	

	
	
	

	
	
	

	
	
	

	3. Knowledge
	
	
	

	
	
	

	Knowledge and understanding of GDPR

Knowledge of legislation affecting payroll

Understanding of Equality, Diversity and inclusion
	Essential

Essential

Essential
	App/Int/Test

App/Int/Test

App/Int

	
	
	

	
	
	

	
	
	

	
	
	

	4. Qualifications
	
	
	

	
	
	

	Education to GCSE standard (or equivalent) including Maths and English
	Essential
	App/int

	
	
	

	
	
	

	
	
	

	
	
	

	5. Personal Qualities
	
	
	

	
	
	

	Ability to work on own initiative and independently

Strong analytical skills

Interest in furthering personal development in relation to payroll 

Highly flexible and adaptable work style

Excellent communication skills and able to engage with employees across the Council

Ability to manage demanding workload

Excellent team player
	Essential


Essential

Desirable


Essential

Essential


Essential

Essential



	App/Int


App/Int

App/Int


App/Int

App/Int


App/Int

App/int
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