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JOB DESCRIPTION

	Job Title:
	Client Payroll Specialist

	Salary:
	 
   £29k - 32k per annum

	Department:
	Payroll

	Reports to:
	Head of Finance



This post is subject to a satisfactory DBS check.

Main Purpose

To be responsible for the accurate production, processing and maintenance of payroll (weekly/fortnightly and monthly) for multiple clients as well as dealing with queries and offering advice to clients regarding payroll related activities. Full responsibility for the Payroll accounts ledgers.
Main Duties & Responsibilities
1. To be responsible for ensuring that your allocated payroll is processed accurately, within specified deadlines and to audit requirements, thus ensuring all employees are paid accurately and on time. Working with complex calculations of Tax, National Insurance and Pension contributions.
2. Undertake any necessary reconciliations ensuring appropriate supporting documents are retained and that these are signed off monthly by required Management.
3. Process Payroll data correctly and in a timely manner, such as Parental leave, Attachment of Earnings Orders, Pension opt outs, AVC applications, Cycle to Work deductions and any other employee benefit or salary sacrifice scheme that may be applicable.
4. To complete Overpayment and Underpayment calculations, where required and correspond with clients directly to ensure positive resolutions for the business and the client are achieved.
5. To ensure the timely uploads of CSV files to bank after a pay run by using payroll software to generate a bank payment file, then uploading that file to the online banking portal to initiate employee payments. Generating BACS reports and keeping clients informed of payments made to employees.

6. To act as a first port of call and have responsibility for dealing with and resolving all client’s payroll queries, providing advice on any statutory payments such as SMP, SSP, DEA’s etc and any other associated payroll queries.
7. Work with the Payroll Team to ensure your knowledge of legislation relating to Payroll is maintained (E.G. HMRC RTI requirements, Pension legislation, Parental Leave legislation etc).
8. Respond to and resolve enquiries, requests and queries within the agreed service level agreements and according to operational procedures.
9. Develop and implement processes and procedures to improve payroll efficiency and accuracy. Provide suggestions to the Head of Finance on areas of the service where improvements could be made and make recommendations to improve processes and efficiency.
10. Review and possible utilisation of additional modules/new practices to improve customer experience and/or productivity. Support continued efforts to ensure that the service is resilient and can be operated remotely in the event of an emergency or to support flexible working practices.

Accounts Ledger functions:
11. Setting up new clients on Sage. Raising clients’ sales invoices and matching incoming receipts against sales invoices. Reconciling customer statements and ensuring aged debtors’ balance is up to date. Match off daily bank transactions to Sage entries to ensure ledger remains clean.
12. Perform monthly bank reconciliations at the end of each month ensuring the bank balance at the end of the month in Sage matches statements for all bank accounts. Manage own workload, processing high quality information/data accurately and in a timely manner.
13. Assist with VAT returns, accruals, prepayments, and balance sheet reconciliations Ensuring agreed processes are followed ensure that audit requirements are adhered to, while also working within and supporting other members of the team with their workload, as required/directed.
14. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the post.

This document outlines the duties required at the current time to indicate the level of responsibility. It is not a comprehensive or exhaustive list and may vary to include other reasonable requests as directed by the management which do not change the general character of the job or the level of responsibility entailed.











 	PERSON SPECIFICATION
Client Payroll Specialist
The requirements for the role are outlined below and will be part of the selection process. Each of the criteria listed below will be measured by:
(A) Application Form, (T) Test, (I) Interview, (D) Documentation.
	Skills and abilities:
	 Essential/
Desirable

	Demonstrate effective use of Sage Payroll, Sage Accounts Cloud and Office 365 (incl. Spreadsheet, Teams, OneDrive, etc.) 

Able to understand and interpret national legislation, policies, and guidance to ensure processes are compliant with HMRC and Pension requirements

Able to manage own workload and balance conflicting priorities to meet service requirements and strict deadlines.

Able to process data and demonstrate a high level of attention to detail.

Able to communicate effectively both verbally and in writing in order to achieve desired outcomes and be able to influence and negotiate when advising and supporting clients.

Able to adhere to data retention policies and requirements and identify and produce documents that will be required for external audit as directed by the Head of Finance.


	Essential


Essential


Essential

Essential

Essential



Essential
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Knowledge:
	Essential/ Desirable

	Good overall IT skills, with knowledge of Sage Payroll, Sage Cloud and Microsoft packages (Word and Excel).

Knowledge of Statutory payments and the qualifying criteria (SMP,SSP etc.). 

Knowledge of the different types of Attachment of Earnings Orders, how they are to be applied and the payment and reporting requirements (circa different order types with differing priorities, deductions and requirements)

Knowledge of GDPR and data protection requirements.

Knowledge of manual PAYE & Pension payroll calculations

Knowledge of EYUs and detailed HMRC legislation.


	Essential
Essential
Essential

Essential
Essential
Desirable

	
Relevant Experience:
	Essential/ Desirable

	At least 5 years experience of working in a payroll processing/coordinator role managing a
portfolio of clients in a Bureau (multiple payroll) setting

Experience of using a variety of IT packages to a high standard, including the following:
-	Sage Payroll
-	Microsoft Office suite
-	spreadsheets
-	databases
Experience of high-volume payroll processing (+1500 employees) 

Proven Customer Service background with experience of conflict resolution.

Experience of Payroll accounts ledgers; sales ledger, Bank reconciliations


	Essential
Essential


Essential
Essential
Essential

	
Education, training and work qualifications:
	 Essential/Desirable

	
Industry accredited qualification – AAT, CIPP, Part Qualified ACCA

Educated to A Level / NVQ (Level 3) or equivalent or experience gained in a similar large, bureau payroll environment (+1500 employees).



	Desirable
Essential
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