THE WHITTINGTON HOSPITAL NHS TRUST

JOB DESCRIPTION

TITLE:




Payroll Officer

GRADE:



Administrative & Clerical Grade 5

SALARY SCALE:
         

£16625 to  £20224 per annum plus £2,676




London Weighting Allowance.  

ACCOUNTABLE TO:

Payroll Services Manager via an 

Assistant Payroll Services Manager and Team Leader

MANAGES:



Assistant Payroll Officers

HOURS:



36

JOB SUMMARY:


To be responsible for a block of records in the 




provision of Payroll and NHS Pension Scheme 




Services.

MAIN DUTIES AND RESPONSIBILITIES

1.
To be part of a Payroll team under the direction of an Assistant Payroll Services Manager but specifically responsible for a block of records on a day to day basis ensuring the efficient and prompt payment of Salaries and Wages in accordance with the Whitley Council and NHS Trust regulations and Statutory obligations.

2.
To undertake effective implementation of all authorised changes to rates and 
conditions of service and statutory amendments.

3.
Co-ordination with other Payroll officers to ensure the utilisation of all available pay staff resources to meet deadlines and cope with uneven work flows.

  4.
Monitor and supervise the work of payroll assistants to ensure accuracy of 
payroll records, computer input and output in  compliance with agreed   
procedures.

  5.
To delegate work to payroll assistants together with training, guidance and 
instructions.

  6.
To determine and specify all necessary payroll amendments arising from the 
receipt of all New starter, Changes and Leaving Forms.

7.
To determine and specify all necessary amendments in cases of Maternity leave, Unpaid leave and half pay sick leave and changes in membership status of the NHS Pension Scheme.

8.
Ensure compliance with Standing Orders and Standing Financial Instructions in relation to payment of salaries and wages and the maintenance of the NHS Pension Scheme.

9.
Liaise with the Human Resources Department and other departments in payroll matters. To explain to individual staff or their managers the correct 
application of Rules and Regulation regarding payroll related matters.

10.
Ensuring the efficiency and effectiveness of communications in respect of 
payroll services including the distribution of payslips and other related payroll information. This includes the provision of information leading to prompt replies to all written enquiries.

11.
Provide cover for the work of other payroll officers during their absences.

12.
Provide assistance in covering the duties of section leaders in their absence.

13.
Such other duties as may be required.

THE WHITTINGTON HOSPITAL NHS TRUST

PERSONAL SPECIFICATION

TITLE:



Payroll  Officer     

GRADE:


Administrative & Clerical Grade 5

Essential

1.
Minimum of two recent years working experience of NHS Payrolls.

2.
Knowledge of NHS Terms and Conditions of Service and the NHS Pension 
Scheme.

3.
Knowledge of PAYE and N.I. rules and other statutory obligations in the running of a payroll.

4.
Numeracy, Oral and Written communication skills.

Desireable

1.
Competency in use of McKesson’s MAPS (manpower and payroll system) and SPS (Standard Payroll System).

2. Supervisory and training skills.

3.
Knowledge of Microsoft Excel and Word packages
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