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Job Title: Payroll and Pensions advisor
Location: Central office – St Chad’s Academies Trust
	Using the Job Description consider what abilities are required by a person to 

perform each of the main activities of the job safely and effectively.

Define the essential abilities clearly and unambiguously in terms that are measurable and observable and record them in the space below:-
	Indicate when Assessment is possible: at 

shortlist=S

interview=I

both=S/I

test = T
	WEIGHT CODE
shows relative importance

Low=1

Medium=2

High=3

	Personal values – Committed to actively promoting the Christian ethos, values and vision of St Chad’s Academies Trust
	S/I
	3

	Influencing – ability to pro actively promote/influence service improvements, compliance with audit, financial regulations and payroll & pensions legislation
	S/I
	3

	Developing People/Development – Ability/willingness to actively participate or take personal involvement in the development of the service, coaching, mentoring and development of others, creating a developmental climate.
	S/I
	2

	Making things happen – ability to assist/initiate/implement and follow through initiatives including identifying/ removing blockages, barriers and anomalies whilst encouraging innovation.
	S/I
	3

	Getting the message across – ability to make effective presentations to individuals and groups, enhancing understanding and meaning. Ability to communicate at all levels of the organisation and externally – both financial and organisational
	S/I
	3

	Thinking flexibly – ability to see things from different perspectives and to generate alternatives and options rather than being restricted by subjectivity or personal bias.
	I
	3

	Team contribution – undertake a pro active role ensuring full contribution to team approach, active participation in team meetings, excellent communication within the team whilst providing cover and support for colleagues.
	S/I
	3

	Communication skills – establish excellent working relationships with customers, staff, corporate partners and educational institutions. Building a wide and effective network of contacts inside and outside of the organisation
	I
	3

	Focusing on achievement – ability to focus on doing something better, creating a climate of adding value and continuous improvement.
	S/I
	3

	Demonstrate excellent organisational & administrative skills. Ability to identify areas of improvement whilst ensuring service and standards are delivered
	I
	3

	Ability to demonstrate excellent working knowledge of computer systems and databases including Outlook / Word / Excel / Internet / TPS & LGPS employer portals/ hubs 
	S/I
	3

	Demonstrate excellent ability to work on specialised service and delivery standards within tight payroll / pension/ audit/ contractual deadlines
	S/I
	3

	Sound experience of successfully contributing to projects / tasks and the ability to contribute to and deliver agreed action plans to support a high-performance culture
	I
	2

	Demonstrate a commitment to providing an excellent customer focused service
	S/I
	3

	Demonstrate an ability to undertake pension and payroll transactional processing and administration activities to a high standard showing excellent organisational skills and a working knowledge of current and future legislation
	S/I
	3

	Ability to effectively communicate at all levels of the organisation
	I
	3

	Commitment to equality of opportunity
	S/I
	3

	Commitment to on going development of self
	S/I
	3

	Commitment to partnership working
	S/I
	3

	Experience: specify type, level and qualitative (not quantitative required); if any. 
	
	

	Experience in a HR transactional payroll and pension service 
	
	

	Qualification: specify type and level required (including equivalents); if any.
	
	

	Educated to minimum Level 3 Payroll Administration qualification/ CIPP or an equivalent qualification or 2-3 years payroll and pensions experience within a relevant payroll and pensions/ customer support environment, preferably working within education sector.
	
	

	Prepared by:
	Zoe Heath
	Date:
	22 October 2021
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