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JOB PROFILE

Job Title:


Finance Bureau Payroll Clerk
Accountable to:

Finance Bureau Payroll Manager
Responsible for:

N/A

Key Working


Finance Bureau Team Members, Corporate Human 
Relationships:
Resources Department, Corporate Finance Department, Business Support, External Suppliers.
 
Role Requirements:
(See attached person specification)

Terms of Employment

Band:
2
Salary:
£16,646 - £19,000 per annum. (Subject to job evaluation)
London Weighting:
£4,250 per annum for staff with a permanent work base in Greater London.
Superannuation:
The pension fund used by Cafcass is the West Yorkshire Pension Fund (a Local Government Pension Scheme). Membership of the scheme is voluntary.  However, unless notified otherwise all staff will be brought into the scheme.  Contribution rates are based on a tiered system.
Annual Leave:
28 days rising to 33 days after 5 years reckonable service, inclusive of 3 statutory / privilege days to be taken between Christmas and New Year.

JOB SUMMARY

To assist in the effective and efficient running of Cafcass payroll including  processing, system and documentation maintenance and  preparation of associated correspondence. 
MAIN DUTIES AND RESPONSIBILITIES

Payroll
1. Processing of payroll associated forms received within the Finance Bureau in a timely manner to ensure that payroll deadlines are met including administrating statutory pay schemes.
2. Provision of technical payroll advice to employees and Human Resources, including identification of regulatory changes and implementation.

3. Calculation of payroll changes during the month, including manual gross to net calculations.

4. Collaborative working with the Cafcass Human Resources department to ensure Cafcass provides an efficient and effective payroll service.
5. Querying with employees and local offices any payroll documentation that does not meet minimum internal audit requirements.
6. To maintain internal records as required, including input into databases and systems, the maintenance of office records and filing systems. 
7. Assisting with internal auditing of payroll and preparation for external audits.

8. Assisting with preparing payroll associated reports, year end reporting and statistic requirements.
9. Assisting with the development and maintenance of payroll procedures.
10. Preparing correspondence as appropriate to payroll including assist in the administration of pension schemes.
11. Answer queries received by post, telephone and e-mail.
12. Providing cover for the Finance Bureau Assistant and Accounts Payable Senior where required.
13. Ensuring compliance with data protection and freedom of information. requirements.

General

14. To be a proactive team player and play a full part in ensuring the Finance Bureau meets all objectives and requirements.
15. Be an effective representative for Cafcass and to act at all times in a professional manner conducive to promoting a positive Cafcass image.
This job profile is not a definitive list of responsibilities but identifies the key components of the role. The specific objectives of the postholder will be subject to review as part of the individual performance review process.
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PERSON SPECIFICATION

	Key:
	Assessed by Application Form:
	A

	
	Assessed at Interview:
	I

	
	Assessed by Exercise
	E

	
	Documentary Evidence
	D


	
	A
	I
	E


	D

	Qualification
	
	
	
	

	Minimum of NVQ2 or willingness to work towards.
	X
	X
	
	X

	A payroll, human resources or accounts related qualification is desirable 
	X
	X
	X
	

	Knowledge, Skills and Experience


	
	
	
	

	Experience of payroll processing in a large, complex organisation
	X
	X
	X
	

	Experience of computerised payroll systems
	X
	X
	X
	

	Good working knowledge of payroll related legislation and demonstrable experience in applying this knowledge.
	X
	X
	X
	

	Ability to use a wide range of Microsoft Office packages particularly in the areas of Excel and Outlook.
	X
	X
	X
	

	Excellent oral and written communication skills.
	X
	X
	X
	

	Knowledge of general office practice and procedures.
	X
	X
	X
	

	Ability to prioritise conflicting tasks.
	X
	X
	X
	

	Ability to plan and complete work to agreed timescales.
	X
	X
	X
	

	Highly developed interpersonal skills, teamwork skills and the ability to work with minimum supervision.


	X
	X
	X
	

	The ability to deal with sensitive matters and an understanding of confidentiality issues including data protection.
	X
	X
	X
	

	Good level of numerical ability, including the ability to calculate manual payroll calculations
	X
	X
	X
	

	Good understanding how payroll expenditure interacts with accounting practices.
	X
	X
	X
	

	Ability to input onto databases accurately.
	X
	X
	X
	

	Personal Qualities
	
	
	
	

	Good interpersonal skills and the ability to encourage positive working relationships.
	X


	X
	X
	

	Ability to deal tactfully and sensitively with people.
	X
	X
	X
	

	Ability to remain calm, confident and professional.
	X
	X
	X
	

	Very good listening skills.
	X
	X
	X
	

	Ability to work effectively as part of a team.
	X
	X
	X
	

	Ability to use own initiative within negotiated limits.
	X
	X
	X
	

	Ability to be assertive.
	X
	X
	X
	

	Ability to adapt to a changing environment.
	X
	X
	X
	

	Self motivated and committed to achieving targets.
	X
	X
	X
	

	Versatile and willing to learn.
	X
	X
	X
	

	Committed to ensuring that all practice and engagement with others is free from discrimination and adheres to equal opportunities legislation and organisational policies.
	X
	X
	X
	

	Committed to own personal development.
	X
	X
	X
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