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	[bookmark: _Toc348844750][bookmark: _Toc348844878][bookmark: _Toc348845615][bookmark: _Toc178577533]Job Title:
	Payroll Administrator 

	Business Area(s):
	Finance
	Operations
	Corporate

	
	Auditing 
	Compliance
	Process Improvement

	

	Reports To:
	Payroll Supervisor

	

	Major Function:
	The Payroll Administrator supports the accurate administration and processing of payroll across the Group. Working closely with the Payroll Supervisor, the role ensures data is entered correctly, employee records are maintained, and payroll queries are handled professionally. This role is essential to delivering a high-quality, people-focused payroll service.



	Duties & Responsibilities

	1. Prepare, input, and check payroll data including new starters, leavers, salary changes, overtime, and allowances

2. Maintain employee payroll records and update changes in a timely manner

3. Assist with monthly and weekly payroll runs

4. Ensure statutory obligations are captured in payroll data (tax, NI, pension enrolment etc)

5. Support the production of statutory documents and year-end processes

6. Maintain secure filing and data management systems compliant with GDPR

7. Respond to employee payroll queries promptly and professionally

8. Escalate complex issues to the Payroll Supervisor as required

9. Maintain a helpful and positive approach to internal stakeholders

10. Produce routine payroll reports and support ad-hoc reporting requests

11. Assist with payroll system updates, checks, and testing

12. Support onboarding of new users and system maintenance

13. Support improvements to payroll processes, forms, and documentation

14. Identify and report errors, risks, and improvement opportunities



	[bookmark: _Hlk212208826]Experience and Qualifications

	1) 
	Experience working in payroll administration desirable


	2) 
	Experience of payroll systems beneficial


	3) 
	Professional payroll or HR certification (e.g., CPP, CIPP, IPP, or equivalent) desirable.


	ompetencies

	1) 
	Strong numerical accuracy and attention to detail


	2) 
	Good written and verbal communication skills


	3) 
	Ability to maintain confidentiality and discretion


	4) 
	Proficient in Microsoft Office, particularly Excel
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