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our ref


your ref



please ask for



direct dial
 01473 433402

email
recruitment@ipswich.gov.uk 


Dear Applicant

RE: 
Payroll Manager (Covering Maternity Leave)




Post Ref: 1814
Thank you for your interest in the above post.  Please find enclosed in this application pack the following documents:

· Job Description

· Person Specification

· Structure Chart

· Service Overview

Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

References: If successful at interview, Ipswich Borough Council will seek to obtain two employment references. Wherever possible the name of your first referee must be from current employment/education and the second from either current or former employment/education. If you cannot provide an “employment” reference please contact the HR Team at Ipswich Borough Council for further assistance.
For your information, the salary for this post is: £32,442 per annum.

The closing date is 5pm on the 22nd September 2016.
If you have any recruitment queries, please do not hesitate to contact us on 01473 433402.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.

Yours faithfully

Recruitment Team

Human Resource
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Ipswich Borough Council

Job Description: L73

Payroll Manager
Main Purpose of Job

To assist and deputise for the HR Operations Manager in the co-ordination of the Council’s corporate approach to the provision of a high quality and effective payroll service, through partnership working and development of relevant strategies. Manage the Payroll Team, including performance management, recruitment, performance development reviews and budget management. 
Main Duties

1. To lead the service area, co-ordinate and manage resources as required. Assist and in their absence deputise for the Operations Manager and assist in the development, co-ordination and implementation of operational work plans, incorporating the Councils strategy within the service area. 

2. Responsible for management functions including recruitment, supervision, employee development, training, performance management (including PDR process) to ensure an efficient and effective service is provided. 

3. To be responsible for continuous service improvement that is responsive to services needs and provides value for money, maximises productivity and provides a quality customer service. 

4. To be responsible and accountable for the governance of all payroll aspects of HR, ensuring statutory e.g. HMRC and internal/external audit requirements are achieved. Ensuring that all members of the payroll team apply standard practices and procedures in a consistent way including recording of information. 

5. To ensure that payroll services works closely with the other HR streams to ensure best practice HR processes are achieved. 

6. Accountable for the monthly payrun processes and payment to all staff accurately and on time each month. 

7. Accountable for the development of the strategic provision of payroll expertise within the team and across the Council. 

8. Accountable for all legislative changes in relation to payroll being implemented as appropriate, effectively communicated to relevant parties across the business and implement changes to systems/processes to ensure compliance. 

9. Responsible for managing and taking the lead on improving the payroll system, ensuring timely implementation and testing of statutory and interim releases. 

10. Provide clear and consistent advice to Chief Operating Officer, Heads of Service and Operations Managers in relation to complex payroll issues.

11. Take a lead role on projects, working in partnership with other service areas and external agencies. 

12. To actively contribute to the Senior HR Management Team and represent the HR Operations Manager in meetings where appropriate. 

13. Such variations as may be required from time to time without changing the general character of the duties show or the level of responsibility entailed.
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	Person Specification

Job Title: Payroll Manager

	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications
	CIPP (Chartered Institute of Payroll Professionals) Foundation Degree in Payroll Management or  4 years technical payroll experience and knowledge.
Membership of Chartered Institute of Payroll Professionals

Evidence of continuing professional development 

	.


	Application form

Application form

Application form/ interview

	Relevant experience 
	Proven experience of using  HR/Payroll/Absence Management ICT systems to prepare and process payroll 
Proven experience of managing a team, including objective setting for team and individuals. Monitoring and taking corrective action where necessary. 

Previous experience of managing a full in house payroll service including PAYE administration. Delivering efficient and effective customer services.

Track record of establishing and developing strong working relationships with stakeholders at all levels to deliver business objectives. 

Experience of developing and using technology to improve business processes.

Evidence of establishing strong working relationships with a range of people both internally and in other organisations.

Knowledge of MS word/excel/outlook at intermediate level e.g. to compile emails, reports and spread sheets.

Demonstrable experience of producing user friendly procedures, processes and guidance to build resilience across the team and ensure continuity of service.


	
	Application form,/ 

Interview

Application form,/ 

Interview

Application form,/ 

Interview

Application form,/ 

Interview

Application form,/ 

Interview

Application form,/ 

Interview

	Specialist knowledge
	Proven in depth knowledge of legislation and regulations, affecting the provision of pay. With the ability to interpret and implement as changes occur. 
Proven practical and theoretical knowledge of contractual aspects of payroll administration. 
Proven specialist practical and theoretical knowledge of the Local Government Pension Scheme employer responsibilities. 
Proven in depth knowledge and experience of Pensions Regulator legislation related to employer auto enrolment responsibilities.
Knowledge of internal and external audit requirements, with the ability to interpret and understand recommendations and challenge where necessary. 
In depth practical and theoretical knowledge of statutory annual employer commitments. 

	Knowledge of public sector payroll an advantage


	Application form/ interview /ability testing

Application form/ interview /ability testing

Application form/ interview



	Personal Skills
	Able to effectively manage conflicting priorities and deliver a complex workload, often to challenging deadlines

Strong negotiation and influencing skills

Excellent written and communication skills – ability to adapt communication style according to audience

Ability to identify risks within the service and organisation and make appropriate recommendations

Demonstrate the ability to motivate and lead others effectively, creating a culture of continuous improvement in all areas 

Demonstrate a customer focused and responsive approach that improves service delivery

Ability to ‘think on your feet’ and be decisive when under pressure.


	
	Application form/ interview

Application form/ interview

Application form/ interview

Application form/ interview

Application form/ interview

Application form / interview


	Special working conditions
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Ipswich Borough Council

Human Resources

The Human Resources (HR) team plays a pivotal role in supporting the management and development of the council’s large and varied workforce.

The team consists of three main work streams:

HR Advisory Service

The Advisory Team works with managers on all employment related issues such as: sickness absence, disciplinary, dismissals, grievance, performance management, restructures, redundancy and retirement. The team can be contacted when advice is needed for items such as employment issues, terms and conditions of employment or HR policy, procedures and processes.

The Senior HR Advisor oversees the HR Helpdesk, which is customer focussed and the first point of contact for all HR queries including questions for the Advisory, Transactions, Policy & Organisational Development teams.  The Helpdesk is resourced by the HR Assistants and is available between 9.00 a.m – 5.00 p.m. Monday – Friday.

HR Payroll Services 

The Transaction Team provides a complete payroll service to council employees and eight voluntary bodies, processing 11 monthly payrolls, paying 1330 monthly employees and 55 voluntary body staff. The council’s recruitment and selection process is administered by the team, from the request to advertise and fill a vacancy, to the appointment of a successful candidate. The team also supports the learning and development function and administers the council’s fully integrated Payroll and HR systems, which as well as Payroll and HR includes the following modules; absence management, recruitment and selection, training, Health and Safety and self service.. The team is responsible for business intelligence and provides regular and ad hoc management reports to Operation Managers, Heads of Service and our Corporate Management Team.

HR Policy and Organisational Development

The Policy and Organisational Development team researches, designs, commissions, and delivers a range of Organisational Development opportunities to help managers and employees acquire the knowledge, skills and behaviours needed to perform at their best. The team produces a comprehensive corporate learning and development programme for employees using a range of delivery methods, supports management development capacity building, and advises on service-specific learning & development interventions. 

The team also prepares and updates the Council’s HR Policies, ensuring that they are aligned to the changing needs of the organisation. This includes embedding them into the organisation e.g. through tool kits, procedures, briefings and training. The team also oversees the Council’s approach to apprenticeships, and coordinates Safeguarding Children & Vulnerable Adults referrals and related training.
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 Grafton House


 15-17 Russell Road
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