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                PLC-Form-003 Job Description Template	Security Classification: Internal


	Job Title
	Payroller (Part Time)

	Business Unit
	Plc

	Department.
	People Service

	Location
	Home Based, locations Wolverhampton, London, Cardington

	Reports to (direct)
	Faye Barnsley



MAIN PURPOSE OF JOB

Responsible for the accurate and timely processing of payroll for over 300 colleagues, ensuring compliance, accuracy and efficiency at all times.


KEY TASKS 

1. Process monthly payroll for 300+ colleagues
2. Ensure overtime, holiday pay, statutory payments and deductions are processed correctly
3. Accurate processing of starters, leavers and payroll changes
4. Administer the contributory pension scheme, and salary sacrifice schemes, e.g. childcare vouchers, cycle to work, drive to work scheme and tech scheme
5. Manage colleagues benefit in kind through payrolling benefits
6. Collaborate with People Co-Ordinator, Payroll Provider, HR and Management Teams regarding payroll data
7. Respond to payroll queries from colleagues in a professional and timely manner
8. Ensure accurate processing of third-party deductions including AOE’s
9. Complete reporting requirements following payroll commit
10. Ensure compliance with HMRC regulations, current payroll legislation and internal policies
11. Provide payroll reports to Finance team as part of the pre-commit process to ensure all data is accurate and has approvals in place
12. Provide post commit reports to Finance team




SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

1. Proven experience processing payroll for 300+ colleagues
2. Up-to-date knowledge of payroll legislation and statutory payments
3. Excellent attention to detail and high level of accuracy
4. Knowledge of ADP iHCM beneficial
5. Confident Excel user
6. Strong organisational skills, reliability and ability to meet strict deadlines
7. Professional and discreet when handing confidential information
8. An approachable communication style and the ability to deal with employee queries sensitively and professionally
9. Team player who can also work independently





*** The above is not an exhaustive list but an outline of your duties. All Restore employees need to be aware that they may be asked to perform tasks and be given responsibilities as reasonably requested.

OTHER INFORMATION

· Part Time (Monday to Friday) 20 hours (4 hours per day between 8.30am – 5pm)
· Remote based, with some expectation to travel, 1 to 2 times per month


COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Codes of Conduct, Information Security, Environmental, Health and Safety and Quality Management Systems
· Report any Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery incidents to your supervisor/line manager

Managers are responsible for training staff on Company Policies and Procedures contained in Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems.

DECISION MAKING AUTHORITY AND CONTROL 

	


APPROVALS:
Line Manager 
Name: ………………………………………………...
Signature:……………………………………
Date:……………………………………………
	



Post Holder
Name: ……………………………..………………………..
Signature:…………………………………………
Date:………………………………………………




The company reserve the right to amend or update this job description as the demands of the business develop. A copy of the signed job description should be returned to the People Services Team via the Helpdesk by raising a query using the following link https://peopleserviceshelpdesk.restoreplc.com . 
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