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Fulston Manor School

post:
Payroll Officer
Reports to:
Trust HR & Business Manager
Responsible to:
Trust HR & Business Manager 

Hours:

     25 Hours per week : Term Time Plus Four Weeks
---------------------------------------------------------------------------------------------------------

Details of the Post:

To ensure payroll is processed in an accurate and timely manner and provide advice and guidance on payroll related matters for all schools within the Fulston Manor Academies Trust.

The Payroll Officer is responsible to the HR & Business Manager for the following:

1.
Managing all aspects of the payroll of all schools within the Fulston Manor Academies Trust.

2.
Processing and submitting monthly payroll including inputting all changes such as new starters / leavers /overtime / tax codes / Attachment of Earnings / pension banding / and dealing with statutory year end returns and P60s.
3.
Creating, maintaining and updating payroll processes and liaising with the Pensions Coordinator on all pension related matters.
4.
Dealing with employee salary and payroll queries.
5.
Liaising with HM Revenue & Customs where necessary.
6.
Sending all P45s /P46s to HMRC for all starters/leavers.
7.
Updating all statutory payments as appropriate.
8.
Check and verify all payroll information to ensure a high standard of accuracy.

9.
Dealing with all queries related to Childcare Vouchers from employees, processing deductions from monthly payroll and reconciliation of the records related to the same
10.
Responsible for updating salary spreadsheets in conjunction with the HR & Business Manager; and responsible for all reporting from payroll in line with business and HR requirements.
11.
Some bank transactions as related to the processing of the payroll.
12.
Ensuring any overtime sheets /additional payments are correctly authorised.
13.
Dealing with correspondence with all associated third parties.
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14.
Prepare and balance period end reports  
15.
General Administration duties associated with the payroll.  
16.
Liaise with the Payroll & Pensions Coordinator on all pension related matters.
17.
Liaise with the Payroll & Pensions Coordinator on all P11D and benefit associated matters.
18.
Any other duties as might reasonably be requested in the course of fulfilling the role as directed by the Trust HR & Business Manager
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