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JOB DESCRIPTION

	POST TITLE
	Payroll & Pensions Officer

	GRADE
	Grade 6

	FUNCTION
	Financial Services

	PERMANENT BASE
	Headquarters, Sheffield

	RESPONSIBLE TO
	Senior Payroll and Pensions Officer

	RESPONSIBLE FOR
	Payroll and Pensions Assistants x2


OVERALL PURPOSE OF JOB

To effectively support the Payroll & Pensions function, in proactively contributing to the efficient delivery of the function.  To assist the Payroll & Pensions Manager and Senior Payroll and Pensions Officer in the development, maintenance and functionality of the Payroll System.

To manage the day-to-day task of the Payroll and Pensions assistants and to be responsible for ensuring all payrolls are produced accurately and within the time scales.

To provide Statutory and Legislation guidance, interpretation of rules, conditions of service and compliance with internal and external bodies, adhering to financial standards and regulations.

MAIN RESPONSIBILITIES

1. To provide an efficient and effective Payroll & Pensions service.
2. To assist the Payroll & Pensions Manager and Senior Payroll and Pensions Officer with the development, maintenance and system administration of the Payroll System, including reviewing and implementing systems modules to streamline processes. This will include assisting with the development of the reporting function and managing and maintain reports to provide Financial Services with streamlined and improved data.
3. To manage and maintain the Payroll and Pensions mail box ensuring timely action and allocation of work and to be responsible for the customer service function within the Payroll and Pensions team.
4. To be responsible for the Payroll and Pensions section of the services intranet. This involves the development and maintenance of effective pages and communication.

5. To perform accurate calculation for all Statutory Payments, having a clear understanding of regulations and apply rules to reconcile data for payments both to employees and HMRC.
6. To balance and reconcile all pay variances, both permanent and temporary data, run reports within the payroll system and use a number of different balance sheets to reconcile, using analytical skills to interrogate data, investigate anomalies and apply system changes where applicable.
7. Ensure 3rd party payments in relation to statutory and voluntary pay deductions, are reconciled and paid accordingly in compliance with HMRC regulations.
8. To perform end to end payroll reconciliation of all payrolls, using analytical skills to extrapolate data and apply complex formulas to investigate and deal with any anomalies, using a number of different systems and functions to reconcile payroll accounts, working to very strict deadlines.
9. To approve and authorise third party payments, ensuring payments are raised and processed adhering to Statutory Legislation.
10. To provide support and guidance to pension scheme members in relation to Annual Allowance, Pension Savings statements and Annual Benefits statements.
11. Produce data for The Pension Regulator, Local Government Association and Home Office within specified time parameters for submission to the Senior Payroll and Pensions Officer
12. Use statutory rules and regulations to perform complex payroll calculations.  Extract data from a number of different sources and build templates to import into the payroll system.
13. Reviewing expense claims in accordance with HMRC regulations, paying directly into payroll system, ensuring compliance with legislation.

14. To verify and create third party payments, ensuring payments are raised and processed adhering to Statutory Legislation.  
15. To maintain and update firefighter and pensioner records on a Payroll system, keeping relevant internal and external departments aware of changes to specific areas.

16. To create and verify pension calculations for Fire Retirements, interpretation of scheme regulations in accordance with Final Salary and CARE scheme statutory instruments.
17. To oversee and manage all day to day aspects of Pension administration, GMP system updates and setting up of new pension records together with annual Pension Increase updates, applying NI modifications in accordance with scheme regulations.
18. To create and verify Inland Revenue and Pension payments for approval, taking into account current statutory rulings and deadlines. To ensure compliance with Statutory Regulations and Legislation, to include monthly FPS reconciliation of PAYE payments to HMRC, EPS Statutory Payment submission and verifying payment to HMRC. (to move this to assistants and bring in from SO)
19. To create and reconcile monthly Pension returns for all Fire and LGPS schemes in accordance with statutory legislation.
20. To provide support and guidance to pension scheme members in relation to Annual Allowance, Pension Savings statements and Annual Benefit statements.
21. To be the team lead on the NFI initiative for all National Fraud updates, involving investigation and updating sensitive information on government gateway.
22. Produce and submit data to The Pension Regulator, Local Government Association and to Home Office within specified time parameters.
23. To liaise with external and internal customers to include Inland Revenue, Home Office, Local Government Agencies, HR, Management, staff and pensioners on a regular basis.

24. Attend pension forums and AGM seminars, keeping knowledge and regulation understanding up to date. To enable the ability to advise and support members/employees in a clear and concise way.

25. To create and communicate creative and innovative payroll processes and ways of working that add value to the service.

26. To assist in system testing, identifying any system anomalies in accordance with regulations and system changes.
27. Maintain, create and update system procedures, identify when changes needs to be applied and amended accordingly, create training documents and guides for team and employees of SYFR.
28. Provide training and support to new colleagues within the department on an ongoing basis.
29. To fully participate in SYFR’s Performance Development Review process according to the responsibilities of the role.
30. To practice and promote SYFR’s Equality and Inclusion and Health and Safety Policies and to conduct oneself in a manner that is consistent with SYFR’s core values at all times.
31. To attend as required any training courses that will contribute to the effective performance of the postholder. 
32. To carry out such other duties within the Finance department, that may be required from time to time, which are commensurate with the grading of this post. 
33. To be responsible and accountable for the accurate and appropriate processing of data, ensuring compliance with organisational policies and procedures, GDPR and Privacy notices.  
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
	

	CIPP at Foundation level or equivalent Payroll Qualification
	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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