CAFFYNS plc
JOB DESCRIPTION

JOB TITLE:

Payroll Administrator (Part-Time)
LOCATION:

Head Office, Meads Road, Eastbourne

HOURS OF WORK:

6 hours per day Monday to Friday

SALARY:

Commensurate with skills and responsibilities
MAIN PURPOSE OF JOB:


To support the Company by processing all payroll activities, and providing information as required by internal and external departments and bodies
1) MAIN WORKING RELATIONSHIPS:

1.1
Accountable to:


Finance Director
1.2
Responsible to:

Payroll Supervisor
1.3
Relationships with:

Head Office staff

Regional Directors

Branch Managers

Branch Administrators

Internal Audit

Employees

Outside Government Agencies

2) OBJECTIVES AND KEY TASKS:

Update Payroll Software with new starter information
Review and distribute monthly timesheets to branches.
Upload returned monthly timesheets, verify sickness, overtime, bonus, commission, holiday pay, and calculate and make all statutory payments as appropriate.    

Calculate final payments for leavers: e.g. outstanding bonus payments, overtime, holiday pay, loans etc.

Produce electronic payslips

Build Excel reports as requested by Directors and Management Accountants on both a monthly and ad-hoc basis using data downloaded or information imported from payroll software packages.
Collate and maintain accurate files for the following:

· employee information received from branches.
· pension records on behalf of external administrators;
· sickness records for all employees;
· changes to employees’ details;
· correspondence both written and verbal

Produce the following to meet external deadlines and circulate where necessary:

· salary payments by BACs;
· payslips;
· P45s;
· year end documents such as P60, P11D;
· authorised information for external bodies.
· payment of any amounts due to external bodies;
· expense payments
Deal with telephone enquiries professionally and efficiently from branch staff, employees, pensioners, and outside agencies.
Provide advice on payroll matters to Regional Directors, Franchise Directors, Branch Managers, and Branch Administrators.
Provide cover for the Payroll Supervisor and process the Pension Fund Payroll.

Keep and file accurate records.
Work unsupervised with high levels of accuracy.
Ensure high standards and quality of work at all times, maintaining confidentiality of all data and to follow Company and departmental procedures on confidentiality and data protection.
Provide information to HR as and when required.

Maintain a good knowledge and understanding of payroll legislation and procedures.

Produce monthly reports for management as per schedule to include starter and leaver information and overtime and bonus statistics.

3) OTHER DUTIES:


Some Account reconciliations

Ad hoc projects as and when required working with other departments.

This list of duties is not exhaustive and other tasks and responsibilities will be required of the post-holder as requested by Senior Head Office staff
.
4) CONFIDENTIALITY:


All information relating to customers and the business is to be treated confidentially in line with Company procedures.
5) HEALTH & SAFETY:


Caffyns has an obligation under the Health & Safety at Work Act 1974 to provide safe and healthy working conditions.  All employees are required to co-operate with management in discharging this responsibility and must take responsible care for the health and safety of themselves and others

6) TERMS & CONDITIONS OF EMPLOYMENT:

Other terms and conditions are as reflected in the contract of employment and company policies and procedures, as amended from time to time and as governed by statute.
(A job description is a written statement of essential characteristics of the job, with its principal accountabilities, incorporating a note of the skills, knowledge, and experience required for a satisfactory level of performance.  This is not intended to be a complete, detailed account of all aspects of the duties involved).
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Candidates will be short-listed using the criteria outlined below. You should therefore demonstrate clearly in your application how you feel you meet the criteria giving examples where appropriate.

QUALIFICATIONS:

Essential:

4 GCSE’s at grade “C” or above to include Maths and English (or equivalent). 

Desirable:

AAT or payroll specific qualifications
ATTAINMENTS & COMPETENCIES:

Essential:

Full working knowledge of Excel to include designing and maintaining detailed spreadsheets with the use of formulas and importing data from other sources
Skills and knowledge gained through working in a payroll department.

Computer literate in all areas of Microsoft Office to include Word, Internet Explorer/ Access, and Outlook
Knowledge of payroll legislation and procedures
Desirable:

Working knowledge of payroll specific software packages
Some general accounting knowledge and skills
SKILLS:

Essential:

The ability to work on own initiative and unsupervised.

Excellent written and oral communication
Excellent organisational and time management skills
Ability to make a positive contribution to the department

A flexible approach 
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