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	JOB TITLE: Payroll and Pensions Advisor
LOCATION: Central Office – St Chad’s Academies Trust



	PURPOSE OF JOB:
To provide front-line administrative support, advice and guidance in connection with the operational processing of payrolls and pensions service to our academies and employees.

Assist with the accurate and timely compilation, provision and submission of payroll and pensions statistical information in monthly and annual processing requirements as governed by payroll and pension legislation for Teachers Pensions and Local Government Pension schemes.
To identify and advice on payroll and pension training needs within the Trust, supporting with effective training sessions to ensure an effective and efficient service provision.
To support and develop effective and efficient payroll processes to streamline payroll/ pensions processing, to support the Trust’s offer to our academies.
To act as the primary liaison for academy Business Managers, Principals, Trust central personnel and third-party agencies on matters relating to payroll and pension processing, supported by the central Operations team. 


	RESPONSIBILITY LINKS
Reports to: Director of Operations, St Chad’s Academies Trust
Responsible for: Not Applicable

	

	MAIN ACTIVITIES:

· To act as a primary liaison, point for all academy business managers, Principals, Trust central personnel, payroll provider and pension contacts on all payroll & pensions matters within specified timelines/deadlines.

· Support and advice on the annual payroll and pensions operational calendar to include maintenance of the shared area payroll forms and publications resource to support effective and efficient processing. 

· Assist with all types of associated transactions through the HMRS system and independent data bases (where required). This will also include ensuring that relevant processes are fit for purpose.

· Assist with the accurate and timely compilation and provision of payroll and pensions statistical information to support the Trust’s HR service processes and quality standards and allow Exec/ Principals/ Business managers and employees to make informed decisions.
· Support with administration determined and required for the annual Teachers Pension audit and Trust audit incorporating LGPS.
· Identify and investigate data anomalies and seek solutions and recommend actions to rectify in collaboration with the payroll/ pension provider.  

· Assist with the effective balancing of all payrolls in accordance with financial and audit requirements, in line with Scheme of Delegation and financial regulations: month and year end processing in line with Trust guidance.
· Maintain a working, up to date awareness of changing legislation (both payroll and pensions), Trust policies, financial regulations ensuring their consistent application.

· Responsible for security and integrity of HRMS ensuring only authorised personnel can access confidential information held on systems in collaboration with the Director of Operations. 

· Always adhere to confidentiality with special reference to appropriate legislation for example The Data Protection Act 1998 as information may be of a sensitive and confidential nature.
· To ensure Trust acts in accordance with compliance for all payroll and pension processing.

· To ensure effective record keeping of personnel files in respect of payroll and pension documentation and administration; payroll and pension processing variations and supporting documentation.

· To ensure all services and procedures delivered are compliant with financial, audit and pension requirements and always adhere to significant assurance rating.
· To provide first line, timely specialised support, advice and guidance, adhering to a high-quality level of professionalism and customer service in all interactions, with both internal and external bodies. 
· To undertake other duties within the post holder’s competence or otherwise appropriate to the grade of the post
GENERIC RESPONSIBILITIES

· Demonstrate a positive commitment to equality and diversity through the Vision and Values of the Trust.

· Contribute to building the service culture and Trust’s team ethos.

· Positively contribute to the development and delivery of the Trust’s Strategic and Operational Plans

· Willingness to travel, as required, in order to support training of key personnel across the Trust
· The need for flexibility, shared accountability and team working is required to meet the ever-changing needs of the Trust.

The current main duties and responsibilities of this post are outlined in this job description. The list is not intended to be exhaustive. 

It is the practice of the St Chad’s Academies Trust to review job descriptions annually to ensure that they relate to the role as then being performed or to incorporate whatever reasonable changes that have occurred over time or are being proposed. This review will be carried out by the Trust in consultation with the post-holder before any changes are implemented. The post-holder is expected to participate fully in such discussions and implementation.

There will be a six-month probationary period on commencement of the role and annual performance management and appraisal setting, where the post-holder is expected to participate fully.
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