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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Payroll and Benefits Officer (Joint role)


	Service:
	Democracy, Law & People


	Team:
	People & OD


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and,
Millmead House, Guildford, Surrey, GU2 4BB


	Reporting to:
	Senior Payroll and Benefits Officer 


	Responsible for:
Banding:
	n/a

   Band 7


	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.

	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve. We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	· To support the accurate and timely delivery of payroll and employee benefits for Guildford and Waverley Borough Councils. This role ensures all payroll processing, deductions, pensions and statutory returns are delivered in line with legislation, internal policies, and service level agreements.
· The postholder provides high-quality operational support, contributes to continuous improvement, and offers professional advice to employees and managers on payroll, pension and benefit queries. They play a key role in safeguarding pay accuracy and regulatory compliance while delivering a customer-focused service.


	Main duties and accountabilities

	Payroll Processing
· Input, verify and process payroll data for starters, leavers, changes, overtime, allowances, and deductions etc.
· Run monthly payroll reports, cross-check entries, and resolve discrepancies prior to payment.
· Ensure payroll deadlines are met and that payments are processed accurately and on time.
· Support the monthly reconciliation of payroll with finance and banking systems.

Compliance and Audit
Ensure all payroll activity complies with HMRC regulations, Local Government Pension Scheme (LGPS) requirements and statutory employment law.
Produce accurate Real Time Information (RTI) returns, P45s, and P60s within required deadlines.
Support internal and external audits by maintaining clear records and providing evidence as required.
Contribute to risk reduction by identifying compliance gaps and escalating issues appropriately.

Pensions & Benefits Administration
· Administer LGPS and other pension scheme contributions, opt-outs, auto-enrolment, and transfers in/out.
· Liaise with pension administrators and support accurate data submissions and annual returns.
· Support the delivery of employee benefits such as salary sacrifice schemes, employee discounts, cycle to work, and eye care.
· Maintain up-to-date records and communications related to benefits and deductions.

Customer Service & Advice
· Provide accurate, timely advice to employees and managers on payroll, pensions, and benefits queries.
· Support issue resolution, identify common problems, and improve guidance documents and FAQs.
Work collaboratively with People & OD, Finance and IT to resolve cross-functional issues affecting payroll delivery.
· Maintain high standards of confidentiality and data protection.

Continuous Improvement & Projects
· Contribute to the improvement of payroll processes, forms, systems and templates.
· Support the implementation of new systems, upgrades, or digital tools used for payroll and benefits.
· Identify and suggest improvements in reporting, data quality and automation where possible.
· Participate in working groups and improvement initiatives across the People & OD team.

Data Management & Reporting
· Maintain accurate payroll records within the HR/payroll systems and ensure data integrity.
· Assist with the preparation of management information, FOI responses, and gender pay gap reports.
Run standard and ad hoc reports as required to support People & OD and finance teams. 


	

Dimensions of the role

	Supports the monthly payroll and benefits delivery for approx. 1100 employees across two councils. Ensures compliance with statutory and pension regulations and supports continuous improvement. The role requires a strong technical understanding of payroll processes and delivers a high-quality, customer-focused service. While the post has no direct line management responsibility, it operates with significant autonomy and is a key point of contact for employees and managers.

	Customers and Contacts

	Internal
Employees
Managers
People & OD colleagues
Finance
IT

External
HMRC
LGPS / Pension Providers
Benefits providers
System providers (Midland iTrent and Business World)


	Additional Notes:

	All work performed and duties undertaken must be carried out in accordance with relevant Council and Service policies and procedures, within legislation and with regard to the needs of our customers and diverse communities we serve.
This document sets out the main dimensions of the job it describes. It does not define all individual tasks, which may be expected to change from time to time to meet operational needs.
You will be expected to be flexible in your duties and carry out any duties commensurate with the grade and falling within the general scope of the job, as requested by your line manager.


	Health and Safety / Risk Management

	Ensure that all aspects of the Councils’ Health and Safety Policies and Procedures are adhered to.
Be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of corporate and service objectives. 
Adhere to the relevant Councils’ constitution.
Champion Safeguarding policy and practice.



	Service/Team Structure

	



PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Experience of payroll processing in a complex organisation 
	A / I
	Experience in local government or shared services
	A / I

	
	Knowledge of PAYE, RTI, statutory deductions and LGPS rules 
	A / I
	Payroll or accountancy qualification (e.g., CIPP or AAT)
	A / I

	
	Experience using HR and Payroll systems/databases
	A / I
	Experience of using MHR iTrent system and Business World
	A/I

	Knowledge / technical skills
	Proficient in HRIS or payroll systems
	
	
	

	
	Strong Excel skills, including formulas and data tools
	
	
	

	
	High attention to detail and accuracy in data handling 
	A / I
	
	

	
	Knowledge of PAYE, RTI, statutory deductions and LGPS rules
	A / I
	
	

	Communication
	Excellent communication skills both written and verbal and the ability to handle confidential information
	
	
	

	
	Provides support to employees on payroll and benefits queries
	
	
	

	
	Explains payroll information to employees in an easy to understand way
	
	
	

	Customer service
	Excellent customer focused approach with experience supporting employees and line managers directly
	
	
	

	
	Is able to identify and meet customers’ needs and expectations
	
	
	

	
	Puts the customer first, builds effective relationships and seeks feedback to address their needs
	
	
	

	
	Takes ownership of customers’ requests and manages expectations 
	
	
	

	
	Contributes ideas to improve customer service
	
	
	

	Team working
	Able to work collaboratively with other service areas, build alliances and learn from others 
	
	
	

	
	Works with the Senior Payroll and Benefits Officer to provide an efficient payroll service across both councils
	
	
	

	
	Positively influences the way the People and OD team works together
	
	
	

	
	Solution focused approach
	
	
	

	
	Ability to manage time and work to multiple deadlines
	
	
	

	Managing self and others
	Manages workload to meet strict reporting deadlines
	
	
	

	
	Escalates issues appropraitely
	
	
	

	
	Ability to deal with confidential and sensitive information with discretion and professionalism
	A / I
	
	

	
	Is adaptable and flexible
	
	
	

	
	Ensures payroll and benefits data accuracy 
	
	
	

	Can do approach / achieving results
	Ability to plan and meet deadlines under pressure
	
	
	

	
	Has a positive attitude to change, adapts to meet new challenges and introduces changes to improve data and reporting performance
	
	
	

	
	Prepared to constructively challenge existing practices and procedures to achieve better performance
	
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*
	
	
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment











	
For Official Use only

	Job title:
	   Payroll and Benefits Officer
	Post no:
	

	Service:
	   Democracy, Law & People
	JE score:
	

	Team:
	   People & OD
	Pay band:
	7

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
And
Millmead House
Guildford
Surrey GU2 4BB
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five-day week


	Competencies:
(level 1 – 4)
	Communication:
	Level 2
	

	
	Customer Service:
	Level 2
	

	
	Team Working:
	Level 2
	

	
	Managing Self and Others:
	Level 2
	

	
	Can do approach/Results:
	Level 2
	


	Reviewed By:
	
	Date:
	

	Checked in:
	
	Date:
	

	Last Updated:
	Claire Weavis
	Date:
	September 2025




Assistant Director of People and OD


Head of People Operations


HR Systems and Data Analytics Manager


OD and L&D Manager


People and OD Business Partner


Senior Payroll and Benefits Officer


Attraction and Resourcing Manager


Resourcing Officer


HR Systems and Data Analytics Officer


L&D Officer


Health and Wellbeing / EDI Officer


SLP Manager


SLP Administrator


People and OD Business Partner


People and OD Business Partner


People Officer


Senior Payroll and Benefits Officer


People Officer


Payroll and Benefits Officer


People Officer


Trainee People Officer


People Admin Team


People Administrator


People Administrator


People Administrator
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