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	Job Description
HR, Pay & Pensions Officer




	Salary 
	£43,000

	Hours 
	42.5 hours per week 

	Work Pattern
	Full Time – Year Round (52 weeks)

	Contract Type 
	Permanent 

	Responsible To 
	 Head of HR

	Responsible For 
	Payroll, recruitment & onboarding documentation & control of SCRs

	Location 
	Kensington Olympia




PRIMARY PURPOSE OF THE ROLE 

· Recruitment & onboarding. 
· Payroll Data & Processing in partnership with the outsourced payroll provider.
· Pensions administration in liaison with outsourced Pension Providers.


	RESPONSIBILITIES OF THE POST HOLDER

	GENERAL

	· Administration of the employee lifecycle from onboarding through to offboarding.
· Timely provision of accurate offer letters, contracts and variation documentation.
· Monthly payroll administration for the trusts’ 200 employees.
· Prepare offer letters and contracts of employment to all staff 
· Prepare contracts for services for self-employed third parties e.g. Visiting Music Teachers 
· Prepare documents relating to terms & conditions e.g. variations to work pattern, salary, role & pay etc. 
· Ensure changes to terms & conditions are update don’t he HRIS, Personnel file and Payroll.

	SAFEGUARDING TRAINING ADMINISTRATION

	· To add new users to the safeguarding training portals.
· To allocate training modules.
· To chase non-completion and advise safeguarding leaders on non-compliance.
· Manage arrangements for new starters, assisting the SLT with induction programmes. 

	HR

	· First point of contact for pay HR & pensions enquiries.
· Updating and day-to-day administration of the HR Management System (Every HR).
· Pre-Employment vetting.
· Advise & support Headteachers & COO on staffing issues; disciplinary, grievance, capability etc.
· Prepare & review job descriptions and recruitment packs. 
· Enter joiners & end leavers on HR & Payroll Systems, liaise with support departments on return of kit etc.
· Liaise with internal stakeholders to ensure new staff are set up in time for the planned start date.
· Provide advice & guidance in relation to absence management issues in line with policies and procedures. 
· Accurately record & monitor staff absence. 
· Organise occupational health assessments when required. 
· Coordinate return to work interviews and exit interviews.




	PAY

	· To manage payroll for the trust in line with policies and procedures. 
· Ensure completeness & accuracy of payroll data across the employee life cycle.
· Collate payroll data into the agreed submission format for the outsourced payroll provider. 
· Submit payroll information to the outsourced payroll provider in line with agreed timeframes. 
· Maintain high levels of confidentiality and security of employee data and sensitive information.
· Review monthly payroll reports for accuracy and completeness, raising any concerns or queries.
· Ensure accuracy of pay increases, as well as compliance with National Minimum Wage requirements. 

	PENSIONS

	· 
Update pension contributions for accuracy and completeness, raising any concerns or queries.
· Work with pensions providers and finance to ensure pay-overs are accurate and timely.
· Verify end of year reports for accuracy and submit in line with deadlines.
· Respond in a timely way to queries raised by staff relating to their pensions.
· Liaise with the payroll provider to ensure explanations are given and adjustments made as required 

	DATA & COMPLIANCE

	· Monitoring & Maintenance of the Single Central Registers for each of the trust schools.
· Responsible for ensuring that the school is compliant with and that all staff are aware of relevant polices and regulations such as the Safer Recruitment Policy and the Employment Manual.
· Update HR policies to ensure they are compliant with current Employment Law and school regulations.

	COMMUNICATION

	· Provide advice and guidance in relation to absence policies and procedures.
· Respond to day-to-day HR issues from staff. 
· Support with probation and appraisals. 
· Administer accurate processing of all starter and leaver processes across departments. 
· Conduct exit interviews. 
· Provide accurate staff lists from the database & keep information up to date. 
· Process references requests. 
· Ensure all HR data is managed in accordance with GDPR. 

	COMMUNICATION PERSONAL SPECIFICATION

	Requirements

	· Previous payroll experience preferably in an education setting using Cintra / Breathe systems.
· Highly organised, systematic, resourceful.
· Accurate, detail-oriented and consistent.
· Ability to juggle priorities and multi-task efficiently.
· Excellent communication, administrative & inter-personal skills.
· Excellent IT skills.
· Excellent oral and written communications skills in English.
· Positive communication style, tactful and diplomatic.
· Discretion and respect at all times for confidentially.
· Confidence in working with colleagues & stakeholders at all levels.


 

The School is committed to safeguarding & promoting the welfare of children & young people and expects all staff & volunteers to share this commitment. These & other duties commensurate with the pay grade may be reasonably required by the Trust from time to time.
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