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Role Profile


Payroll Administrator




Role Purpose 
This role is responsible for supporting the accurate, timely and compliant delivery of payroll services across the charity, ensuring colleagues are paid correctly, payroll information is well managed and stakeholders receive effective support and guidance.

Key Accountabilities   

Systems
· To ensure accurate and timely processing of all hours of colleagues in the charity by utilising systems which will enable all colleagues to be paid accurately and on time. 
· To support the charity with any data requests, including TUPE information, local authority and DWP requests which enables informed decision making both internally and externally. 

Finance
· To support the Finance department by processing payments under the correct cost centres which will contribute to accurate I&E’s for the services and enable accurate budgeting across the charity.

People
· To support the Regional Operational Team in the TUPE process with general payroll queries to ensure that a high level of customer service is maintained and reduces any pay related issues that colleagues can experience.
· To support colleagues who are new to the charity on our payroll processes, ensuring that they understand key information so that they are processed accurately and timely.
· To support in the investigation and resolution of payroll queries within the agreed service level agreements to ensure great customer services which ensures the stakeholder has a complete understanding and confidence that queries are resolved effectively and accurately.

Legal and Risk
· To identify, escalate and contribute to the management of any risks that could affect customer service or the effectiveness, quality, efficiency and compliance of the payroll, to ensure the best interest of the charity is maintained.
· To support in processing all statutory payments in line with legal requirements, such as HMRC regulations, which ensures that the charity is free from risk and remains compliant with external authorities.

Service Delivery
· To support in the root cause analysis of payroll queries, where required, using information and highlighting trends to support in improving processes and procedures that govern the payroll team to ensure a high level of service. 

Quality and Compliance
· To support in the checking of payroll amendments on a daily basis for accuracy and completeness, ensuring that all colleagues are paid correctly and in accordance with our policies and procedures which supports the charity to remain compliant with internal and external processes.
· To collaborate with the wider payroll team in reconciliation of the all payroll processing reports which enables the sign off of the monthly payroll in the agreed timescales which keeps the charity compliant with our internal process and procedure.





         
Scope and Geography	This role is based at Old Market Court in Widnes.
 
Travel Expectation 	The role is required to travel nationally to visit services. This is expected to be infrequent.

Collaboration 	It is expected that the post holder will work proactively and collaboratively with the regional team’s Operational Leaders, supporting Business Partners, Managers, and Specialists, and in particular will liaise with Legal, IT, Quality, People Operations and Employee Relations.

Budgets	This role will not have any direct budgetary accountability. 
	 
	 

	Best Lives, Bolder: Success Measures

	Excellence

	· Payroll Accuracy: Evaluated through payroll error logs, amendment checks, reconciliation records and monthly payroll sign-off documentation.
· Timely Payroll Delivery: Evaluated through payroll calendars, processing deadlines, submission records and evidence of on-time pay runs.
· Compliance Assurance: Evaluated through statutory payment records, audit findings, policy compliance checks and any internal or external assurance reports.
· Query Resolution Quality: Evaluated through payroll query logs, service level tracking, case notes and feedback on the clarity and completeness of responses.


	Enabling
	· Support to Colleagues and Managers: Evaluated through onboarding records, query themes, feedback from colleagues and managers, and evidence of clear payroll guidance being provided.
· Operational Support for TUPE and Data Requests: Evaluated through records of completed data requests, TUPE support documentation and feedback from operational stakeholders.
· Contribution to Financial Accuracy: Evaluated through cost centre coding checks, payroll-to-finance reconciliation records and finance team feedback.
· Team Contribution: Evaluated through evidence of collaboration on payroll checks, shared workflow completion and feedback from payroll colleagues and linked support teams.


	Influence
	· Process Improvement Contribution: Evaluated through root cause analysis records, identified trends, improvement logs and evidence of changes made to payroll processes or procedures.
· Risk Escalation and Judgement: Evaluated through risk logs, escalation records, issue tracking and management feedback on the appropriateness of decisions raised.
· Stakeholder Confidence: Evaluated through feedback from internal stakeholders, repeat query patterns, service review discussions and evidence of trusted working relationships.
· Collaborative Influence: Evaluated through feedback from finance, operations, legal and people teams, and evidence that payroll input supports shared decisions or actions.


	Reach
	· Use of Payroll Insight to Support Decisions: Evaluated through payroll reports, data request outputs, use of information by managers or departments, and feedback on the usefulness of payroll insight.
· Cross-functional Impact: Evaluated through evidence of effective liaison with finance, operations, legal, people and quality teams, including feedback and joint working outcomes.
· Service Improvement Impact: Evaluated through trend data, recurring issue reduction, updated guidance or procedures, and evidence that improvements have supported wider service effectiveness.
· Compliance and Assurance Reach: Evaluated through audit feedback, statutory reporting outcomes and evidence that payroll practice supports wider organisational compliance.

	Structure






Qualifications, Experience, and Knowledge (e essential; d desirable)
· CIPP Qualification or Payroll Experience: Experience of working in a payroll or payroll administration environment with responsibility for accurate, time-sensitive processing.
· Knowledge of Payroll Processes: Understanding of end-to-end payroll processes, including starters, leavers, absences and statutory payments.
· Knowledge of Payroll Legislation: Working knowledge of relevant payroll legislation and statutory requirements, including HMRC regulations.
· Data Handling Experience: Experience of managing confidential employee data and producing accurate payroll-related information and reports.
· Customer Service Experience: Experience of responding to employee or stakeholder queries in a professional and service-focused manner.
· Reconciliation Knowledge: Understanding of payroll checking, reconciliations and the importance of audit trails and sign-off processes.
· Systems Knowledge: Experience of using payroll systems such as Agresso Unit 4 and associated finance or HR systems to maintain records and support reporting.

Competencies, Skills, and Abilities (e essential; d desirable)
· Attention to Detail: Maintains a high level of accuracy when working with payroll data, amendments and reconciliations.
· Analytical Thinking: Interprets payroll information, identifies discrepancies and supports process improvement through informed analysis.
· Problem Solving: Investigates payroll issues methodically and delivers timely, practical resolutions.
· Communication Skills: Explains payroll processes and outcomes clearly to colleagues and stakeholders with varying levels of understanding.
· Collaboration: Works constructively with finance, operational teams and wider support functions to achieve accurate outcomes.
· Organisational Skills: Manages multiple priorities and deadlines effectively in a time-sensitive payroll environment.
· Confidentiality and Discretion: Handles sensitive employee and payroll information appropriately and professionally.
· Compliance Awareness: Applies policies, procedures and statutory requirements consistently to support accurate payroll practice. 
· Numerical Confidence: Works confidently with figures, calculations and coded financial information to support accurate payroll outputs. 
· Judgement: Recognises when issues, risks or anomalies should be escalated for further review.
· Adaptability: Responds positively to changing priorities, new processes and organisational requirements.
· Systems Confidence: Uses payroll and finance systems competently to process information, produce reports and maintain records.
Personal Attributes (e essential; d desirable)
· Reliable and conscientious: Consistently follows through on responsibilities and takes pride in producing accurate work to deadline.
· Service-focused: Demonstrates a helpful and responsive approach when supporting colleagues and stakeholders with payroll matters.
· Trustworthy: Handles sensitive information with integrity and maintains confidentiality at all times.
· Calm under Pressure: Remains composed and effective when dealing with deadlines, time-sensitive queries and unexpected issues.
· Proactive: Anticipates issues, takes appropriate action early and looks for opportunities to improve processes and service quality.
· Collaborative: Builds positive working relationships and works well with others across teams and functions.
· Adaptable: Responds positively to change and remains effective when priorities, systems or requirements shift.
· Thorough: Takes a careful and methodical approach to checking work and following processes.
· Professional: Communicates with tact, clarity and respect, particularly when dealing with payroll queries and sensitive matters.
· Resilient: Maintains focus and performance during busy payroll periods and when managing competing demands.

Tasks and Responsibilities (representative, not exhaustive)
· Process payroll accurately and on time, ensuring colleagues’ hours and pay are recorded and paid within agreed deadlines.
· Maintain accurate payroll records and complete related administration, including starters, leavers, absences, statutory leave and statutory payments.
· Respond to payroll queries from colleagues and stakeholders
· Investigate issues within agreed service levels and providing clear guidance on payroll processes.
· Produce payroll data and reports, including information for TUPE activity, local authorities and the DWP, to support decision-making.
· Check payroll amendments for accuracy.
· Reconcile payroll reports and process payments to the correct cost centres to support financial reporting and monthly payroll sign-off.
· Support payroll compliance by following internal policies and legal requirements, escalating risks where appropriate and contributing to continuous improvement.
· 
Behaviours and Values
At Community Integrated Care “how” you approach your work is just as important as “what” you do. With that in mind, we have outlined the key behaviours that we look for at each level in our charity. This role aligns with level 5 in our guide to behaviour. 

Job Evaluation

Internal Evaluation Level: 5


  




  							


Chief People and Corporate Services Officer


Director of People Operations


Head of Reward


Payroll Manager


Payroll Team Leader


Payroll Administrator


Payroll and Pension Administator
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