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People Services and Payroll Assistant
Job Description
[bookmark: _Hlk36637893]



Responsible to:  	People Services Manager 

Grade: Medway NJC Scale C1, Spinal Point 6 - 19, £21,968 - £27,852		

Purpose

To assist in the provision of a comprehensive and professional HR service across the Trust.

Key Duties 

Payroll

To undertake all relevant payroll procedures for the Trust, ensuring appropriate authorisations are in place.

Ensure all pay forms are completed within deadline, ensuring payroll is processed on time both effectively and efficiently.

To regularly liaise with the outsourced payroll provider to build a strong working relationship, which enables smooth running of payroll.

Responsible for updating the HR database and staff lists, and other relevant documents with all staff changes including internal moves, liaising with HR colleagues to ensure consistency and to avoid duplication.

Ensure electronic filing systems are updating accordingly.

Responding to and dealing with salary queries from staff and managers, providing sound and accurate advice.

To be responsible for the administrative tasks associated with maternity and paternity leave answering queries from members of staff, and liaising with payroll regularly to process documentation. To ensure staff who are due to return from maternity leave are contacted to confirm dates, and discuss any potential changes to contracted hours/work patterns, ensuring line managers are fully up to date and involved in the process.

Participate and provide information to auditors as and when required.

 Appraisals 

To support the appraisal processes for the Trust by leading on the coordination of data in preparation for pay committees. 

Ensuring action points are noted and all relevant pay forms and salary assessment forms are completed accurately, updating relevant electronic systems accordingly.

To assist with mid-year appraisal processes, liaising with staff and management and gathering data and documentation to support this.

Contracts

Issuing contracts of employment and variation letters for staff, ensuring the correct terms and conditions of employment are issued, using agreed templates.

To ensure contract and variation templates are reviewed regularly, updated where required, and shared with external providers if applicable. 

To ensure all staff have a signed contract of employment on file, chasing these up if required. 

Induction

Managing the Induction process, liaising with Line Managers and Headteachers and Central Service Managers to regularly report issues, and regularly review the process in conjunction with the People Services Manager.

Assist with boarding such as adding new starters to relevant systems to set up email accounts, sending welcome emails, liaise with all departments, review the process and form regular with input from People Services Manager and managers throughout the trust.


General Administration

To assist where required with absence management, including the processing of absence forms, and electronic filing of documentation.

In conjunction with internal colleagues, ensuring policies and procedures are adhered to, providing advice when required.

Support and participate in HR projects as and when required.

Support change and change initiatives within HR.

Respond to internal and external HR enquiries and requests.

To manage and respond and resolve requests via the ticket system.

To ensure data is accurately input onto all Single Central Records efficiently, escalating problems where required without delay.

Self-Development

Identify areas for your own development and discuss with the People Services Manager.

Identify areas within HR for you to develop further/multiskilled and set a plan for these to be achieved.


People Services and Payroll Assistant

Person Specification

	
	Essential
	Desirable

	
Level 3 CIPD qualified
	

	
*

	
Previous experience of working in an office environment 

	
*
	

	
Excellent ICT skills with the ability to use Microsoft packages.

	
*
	

	Excellent attention to detail, with the ability to spot potential discrepancies in relation to pay 

	
*
	

	
Excellent numerical skills with the ability to use calculations to salary including pro rata pay

	
*
	

	
Previous experience of working within a payroll environment, or have experience of dealing with salary calculations within a HR department.

	
	

*

	
Excellent communication skills with the ability to liaise with internal colleagues, senior leaders, and external contacts in a polite and professional manner

	
*
	

	
Previous experience of working in the education sector

	

	
*

	
Ability to manage assigned tasks in an assertive, efficient and timely manner

	
*
	

	
Proven ability to deal with confidential matters and with discretion

	
*
	

	
Must be able to multi-task and keep calm under pressure

	
*
	







The above list is indicative and not exhaustive. The post holder is expected to carry out all such additional duties as are reasonably commensurate with the role.
 

This job description is not exhaustive and subject to review by the People Services Manager in consultation with the post holder as appropriate to the changing needs of the Academy, or anticipates changes in the job commensurate with the grade and job title.
 
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
 
The Trust will endeavour to make any necessary reasonable adjustment to the job and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.
 
 
 
Signed………………………………………….	Date…………………………………..
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