JOB DESCRIPTION

	Job Title:
	Payroll and Finance Officer
	Reports To:
	Finance Manager

	Department:
	Finance
	Direct Report:
	

	Job Purpose:
	Accountable for the payroll processes, and oversight of all bookkeeping operations for the payroll function.




Responsibilities
· Responsible for the implementation of the payroll process being bought in-house and ensuring the systems are fit for purpose.
· Day-to-day financial operations of the Company pensions and payroll processing using Xero  and Sage including but not limited to:
a. Monthly payroll calculations, including handling all payroll related issues, reconciliations and payments. This to include:
· Preparation and production of monthly payroll on first day of following month. Payroll to be completed in a professional manner ensuring it is right first time, without the need for additional off-cycle payroll runs,
· Handling all @payroll enquiries in a timely manner. Responses to be made within the time limit set out in the out of office message SLA,
· Production of payroll journals, 
· Reconciliation of payroll payments to ensure accuracy and completeness for accounting and audit purposes,
· Review and report any potential payroll issues to Finance Director and other relevant senior managers to ensure that staff are confident in the company’s payroll systems and processes,  
· Produce and circulate monthly payroll reports with commentary where appropriate,
· Support the annual payroll budgeting process, and what-if exercises needed to model potential tax, cost and price increases
b. Monthly pension reporting to Nest to ensure the company delivers its regulatory responsibilities.
c. Maintaining the payroll inbox in a timely and professional matter
d. Completion of subsidiary’s payroll and processing .
e. Production of Payroll yearend and distribution of all statutory paperwork to employees and HMRC.
f. Completion of Benefits in kind records and P11D paperwork. Ensuring payment of any NI due.
g. Ensuring payroll systems are kept updated and are relevant.
h. Ensuring all statutory payments are paid to HMRC in a timely manner with no late payment fines  incurred.
· Observe strict implementation of internal controls, with emphasis to:
a. Ensuring accuracy of the payroll accounting and bookkeeping,
b. Ensuring accuracy of the pension accounting and bookkeeping
· Support the annual external audit process
· Provide team resource to the other areas of the finance function when needed to ensure high quality delivery.
· Business partnering with the operations team
· Supporting Finance requirements and wider business team
· Provide analysis of  payroll performance and produce quality management reports
· Ad hoc administration tasks as discussed and agreed with the Finance Manager and Financial Director

Skills/Experience
· Payroll qualifications from a recognised body, Bachelors degree in finance or business ,  AAT Level 4 qualification, or equivalent.
· Proven work experience from within a payroll function
· Experience in using payroll and accounting systems.
· Understanding of IFRS and/or UK GAAP
· Proficient in Microsoft Office i.e. Word, Excel & PowerPoint
· Good verbal and written communication skills & ability to work across functional departments
· Good attention to detail with analytical approach to problem solving combined with commercial acumen
· Proactive attitude with ability to work unsupervised
· Passion for working in a multi-cultural business 
· Experience of working in a Care environment desirable
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