
THE WHITTINGTON HOSPITAL NHS TRUST

JOB DESCRIPTION

TITLE:



Payroll Officer
GRADE:



A&C 5
SALARY SCALE:
         

17,714 -  £21,549 + London Weighting £2,851





(Subject to Agenda for Change) 







ACCOUNTABLE TO:

Payroll Services Manager via an 

Assistant Payroll Services Manager and Team Leader

MANAGES:



Assistant Payroll Officers

HOURS:



37.5

JOB SUMMARY:
Management of one or more Assistant Payroll Officers, and taking full responsibility for a set of weekly and monthly pay records, including set-up of new employees, processing of change forms, overtime and enhancements, and recording and processing of leavers.  Handling and acting upon queries from staff, managers, and external bodies – Inland Revenue, banks and building societies, NHS Pensions Agency.

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 re-allocate work across team boundaries, to ensure the full utilisation of 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 check and input to the computer system:-


  i)
All claims for extra work and enhancements.


 ii)
Tax codes.


iii)
Absence dates and appropriate action with regard to 





occupational and statutory sick and Maternity pay.


iv)
All temporary deductions from pay e.g. Telephone charges and 



other debtors items.


 v)
Weekly staff hours from Timesheets and clock cards.


vi)
Union and other such voluntary deductions.

vii) Other Statutory Payroll Deductions e.g. Court Orders.

7.
To determine and specify all necessary payroll amendments arising from the 
receipt of all New Starter, Change and Leaving Forms.

8.
To examine and report on the accuracy of payroll output in accordance with set 
procedures.

9. Resolution of queries received by telephone or in writing from employees or managers.

10.
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.

11.
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.

12.
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.

13.
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.

14.
Provide cover for the work of other payroll officers during their absences.

15.
Provide assistance in covering the duties of other section leaders in their absence.

THE WHITTINGTON HOSPITAL NHS TRUST

PERSON SPECIFICATION

TITLE:



Payroll Officer
GRADE:



A&C 5
ESSENTIAL KNOWLEDGE AND SKILLS

Knowledge, Training and Experience

2. NVQ Level 5 in Payroll or equivalent practical experience.

3. Minimum of two recent years working experience of NHS Payrolls.
4. High level of numeracy, involving the ability to calculate with speed and accuracy across all aspects of fractions, decimals, currency. Staff are also required to use and interpret formulae and set tables

5. Wide range of theoretical knowledge covering PAYE practice and regulations, NHS Pension, National Insurance, Whitley Regulations, Agenda for Change Rules.

6. Detailed knowledge of MAPS / SPS payroll System, including knowledge and understanding of system functions to process joiners, leavers, amendments to pay, conditions and allowances and to calculate back pay.

7. Ability to operate within an environment of strict internal and financial control, requiring knowledge of local procedures, ability to refer to and interpret Trust Standing Financial Instructions relating to payments to staff and to written department procedures and control processes.

8. Skilled use and exploitation of Microsoft Excel and Word.

Communication

1. 
Ability to provide and receive complex, sensitive and confidential information about staff salaries, pension, absences, bank details and transactions and personal circumstances.

Analytical Skills

8.
 Ability to analyse all staff permanent and temporary pay claims to ensure appropriate treatment. Examples include data submissions determining action to be taken with regard to starting salaries, sick leave, maternity leave, special leave, promotions, shift premiums, back dated scale assimilations and terminations. 

Planning and Organisation

9. 
Ability to organise own workload into priorities to meet weekly and monthly deadlines and to respond to urgent intermittent communications from outside statutory and voluntary bodies.

Physical Skills

10.  
Ability to input payroll data to computer system and excel spreadsheets with speed    and accuracy to ensure error-free payments to staff.

Human Resources

11.
Responsible for the day-to-day management of one or more members of staff, including formal checking of their work.

ESSENTIAL PERSONAL QUALITIES

12. 
Ability to work independently within departmental procedures.

13.  
Excellent and demonstrable interpersonal skills with the ability to work closely and effectively with staff at all levels and from all disciplines within an organisation.

14. Ability to receive and handle with discretion confidential and sensitive information about staff circumstances.

15. Ability to maintain concentration on core tasks while dealing with frequent telephone enquiries from staff and managers, which require immediate resolution.

16. Ability to respond calmly, but effectively, to upset staff and grieving relatives.
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