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Role Purpose 

     As a Payroll Administrator in Community Integrated Care is a key role in delivering an accurate and timely payroll for over 6000 hourly paid colleagues.  Contributing towards every payrolls compliance with legislation and internal policies. Whilst providing high level customer service which will maintain the Payroll Teams relationships and integrity to with all stakeholders. 
Key Accountabilities   .
Systems
· To be a proficient and confident user of our payroll and rostering systems, to ensure accurate and timely processing of all hours. 

· To support the charity with any data requests, including Tupe information, local authority and DWP requests. Enabling informed decision making both internally and externally. 
Legal and Risk
· Identify risks of providing great customer service to your Line Manager, enabling the Payroll Team to maintain its great reputation.  
· Process all statutory payments in line with HMRC regulations, to ensure the charities compliance with all external authorities. 

· Using your payroll knowledge to accurately check all payroll reports for compliance with legalisation and internal policies, including sickness reporting, hours works and deductions from pay. To ensure the accuracy of any payroll output whilst reducing queries, and guaranteed successful internal and external audit results.  
Quality and Compliance
· Reconcile all payroll processing reports, in a timely manner, in line with other Payroll Team members.  To enable the Payroll Manager to sign off the payroll in agreed timescales. 
· Check all payroll amendments on a daily basis for accuracy, to ensure all colleagues are paid correctly. 
Service Delivery

· Investigating and resolving queries using your payroll knowledge within agreed SLA’s with great customer service. So that the stakeholder has a complete understanding and confidence that the query is resolved. 

· Performing route cause analysis to queries where applicable, and use this information to improve future process in collaboration with the Payroll Team. 

   Business Development 
·  Support Regional Operational teams in the tupe process with any general payroll queries. 
· Supporting colleagues whom are new to the charity on payroll processes, so that they can they can process their colleagues pay accurately. 
Finance

·  Processing all payments under the correct cost centres contributing to accurate I&E’s for the services. 
· Processing all sameday payments in a accurate and timely manner

Scope and Geography
This role is based at the Old Market Court in Widnes. 
Travel Expectation 
Very limited travel expectation. 
Collaboration 
It is expected that the post holder will work proactively and collaboratively with the regional teams, Operational Leaders, supporting Business Partners, Managers, and Specialists
Budgets
This role will not have any direct budgetary accountability. 
Qualifications, Experience, and Knowledge
· Proven payroll knowledge either through experience of a CIPP qualification 
· Previous experience of working across multiple site hourly payroll. 
· Experience using Unit 4 Agresso id desirable. 
Competencies, Skills, and Abilities
· Ability to communicate effectively verbally and in writing 
· Able to focus on detail making sure data-entry is accurate 
· Able to work individually or as part of a team 
· Knowledge of SSP and SMP calculations 
· Understanding of the obligations and requirements working with confidential and sensitive information and GDPR 
· Able to organise and prioritise workload appropriately and able to work methodically  
· Good numerical and analytical skills 
· Ability to build and maintain highly effective working relationships with customers and colleagues 
· A naturally positive and solution focused attitude towards resolving “everyday” and variable challenges in a customer focussed way 
· Able to use skills, expertise, personal initiative and judgement to deal effectively with non-routine matters  
· Demonstrating Personal Qualities – A Place I Belong/ Changing Lives - It’s all about you…you’ll have high level of self-awareness and enjoy developing new skills and abilities. Your values are important to you and aligned with ours – you work to a high standard and you will always do the right thing.
· Working with People – Better Together -We work better when we work together – you will be a natural at developing relationships with others, working together as part of a team, and encouraging others to contribute. A people person, you will develop networks in your local community to enhance the lives of the people we support.

· Leading/Managing Services – Purpose with Passion/ Changing Lives - You are passionate about enabling people to live the life they want to lead. You accept your own mistakes and learn from them, rather than blaming others. You set a good example to others by role-modelling our values.

· Delivering Results/Improving Services – Dare to be the Best - We all have the power to make a difference…you actively seek out opinions from people who use the service, their families and carers to make improvements. You are not afraid to speak out when it really matters, when you can see something that’s not right. You are always looking for opportunities to develop and improve yourself and new ways of doing things where you think something can be done better.
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 one in our guide to behaviour. 
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