[image: image1.jpg]South Yorkshite
Fire & Rescue




SOUTH YORKSHIRE FIRE & RESCUE


JOB DESCRIPTION

	POST TITLE
	Payroll and Pensions Assistant

	GRADE
	Grade 4 (£22,369 - £24,054)

	FUNCTION
	Payroll and Pensions

	PERMANENT BASE
	Headquarters, Eyre Street ,Sheffield, S1 1FG

	RESPONSIBLE TO
	Payroll & Pensions Supervisor

	RESPONSIBLE FOR
	N/A


OVERALL PURPOSE OF JOB

To provide an efficient and effective payroll function for the Fire Service.  Fully conversant with Statutory Regulations and Legislation. To assist in the development, maintenance and operation of the payroll system and processing function. To provide support to both Payroll and Pensions Manager and Assistant Payroll and Pensions Manager.
MAIN RESPONSIBILITIES

1. To provide an accurate and timely payroll service for all Fire Service employees and Pensioners.

2. To assist the Payroll Manager and Payroll Supervisor with the development, maintenance and administration of the Payroll System.

3. To accurately calculate and record both statutory and company payments i.e. SSP, SMP, in accordance with internal and external regulations.

4. To input both temporary and permanent salary variations into the computerised payroll system.

5. To check and verify temporary and permanent input and output, including the responsibility for balancing payrolls, checking of variance/anomaly reports, correction of errors to enable payroll to be balanced ready for transmission.

6. Have the ability to perform manual calculations of gross to net pay, to enable current checks to be performed against legislation changes and also for raising of manual payments falling outside processing times.

7. To verify and create third party payments in relation to deductions taken from salary, to be raised and paid meeting legislation guidelines.

8. To organise the day to day payroll input to ensure payroll processing deadlines are adhered to.

9. To maintain and update firefighter and pensioner records on a computerised Payroll system, keeping relevant internal and external departments aware of changes to specific areas.

10. To provide pensions estimates and benefit statements, together with new starter, leaver and salary change notifications to both LGPS & Firefighter Pension Scheme administrators.  Also to provide additional ill health and injury estimates as and when requested on behalf of HR.

11. To be responsible for checking and applying age 55 & 65 pension modifications.

12. To deal with all day to day aspects of Pension administration, GMP system updates and setting up of new pension records together with annual Pension Increase updates.

13. To deal with queries from both internal and external sources in relation to PAYE, NI, Pension together with any other payroll and pension related items.
14. To assist in the preparation of Inland Revenue and Pension payments for approval, taking into account current statutory rulings and deadlines.

15. To check and verify P45’s, Student Loans and other notice of coding changes from HMRC, electronically extracted and submitted to HMRC from the payroll system.

16. To liaise with external and internal customers to include Inland Revenue, DSS, Pensions Authority, HR, Management, staff and pensioners.

17. To be responsible for carrying out general office duties e.g. filing, archiving, word processing etc.
18. Comply at all times with the employee code of conduct, service behaviours and code of ethics for fire and rescue staff.
19. Fully participate in the service’s personal review process appropriate to the requirements of the role.
20. Successfully complete any training and development opportunities required for the role.
21. Practice and promote the service’s equality & diversity and health, safety & wellbeing policies.
22. Be responsible for the accurate and appropriate security and processing of data, ensuring compliance with organisational policies and procedures (i.e. data protection).
23. Carry out other duties from time to time as required, appropriate to the grading of this post. 

ANY OTHER INFORMATION (including special conditions of service)

Flexi time 

NOTE:
This document is produced as a guide to the general nature of the post and the list of duties is neither exhaustive nor exclusive.

PERSON SPECIFICATION

	Criteria
	Essential
	Desirable

	Qualifications

	Pass at Maths and English GCSE or equivalent Grade A-C
	X
	

	IPPM at Foundation level or equivalent A levels
	X
	

	

	Knowledge

	Knowledge of statutory requirements and legislation relating to payroll
	X
	

	Knowledge of PAYE & NIC
	X
	

	Knowledge of balancing and reconciling payrolls
	X
	

	Knowledge of Year End processors and procedures
	X
	

	Knowledge of third party payments and disbursements
	X
	

	Experience of salary sacrifice schemes
	X
	

	

	Experience

	Proven experience of working within a payroll service
	X
	

	Proven experience of working with IT packages such as MS Office Applications, particularly Word, Excel and Outlook.
	X
	

	Proven experience of using finance related computer systems
	X
	

	Recent experience in a customer contact environment
	X
	

	Basic accountancy experience
	X
	

	Experience of local government or Fire Service payroll
	
	X

	Local Authority Pensions experience
	
	X

	

	Personal Effectiveness

	Excellent written and verbal skills
	X
	

	Ability to prioritise work to deadlines and organise workloads
	X
	

	Ability to understand and process numerical / financial information
	X
	

	To understand and comply with SYFR Policy and Procedures
	X
	

	Commitment to Equality & Inclusion and Health & Safety
	X
	

	Flexible approach to working hours
	
	X

	

	Other Requirements
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