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JOB DESCRIPTION


JOB TITLE:			Payroll Analyst 
	
RESPONSIBLE TO:		Head of HR Operations


Job Summary

The Payroll Analyst is responsible for delivering all aspects of the payroll function end-to-end whilst providing support to the Senior Payroll Analyst in the provision of Pensions and Benefits processes. You will be responsible for the salaried and hourly payrolls which covers our Hospitals and Diagnostic Services, and is made up of approximately 2500 employees.
This role works closely with the immediate payroll, pensions and benefits team as well as the wider core business functions such as HR, Finance and operational teams.

Key Responsibilities

· Carry out all aspects of payroll service delivery ensuring the efficient and effective provision of the end-to-end process;
· Manage the payroll ensuring salaried employees and hourly paid staff are paid accurately, on time and in accordance with legislation;
· Ensure that all statutory and voluntary payroll deductions are checked and paid to external bodies accurately and by the given deadlines;
· Manage queries from employees relating to pay, resolving payment issues in a timely and professional manner;
· Follow payroll standard operating procedures and auditing processes, maintaining strong compliance controls to ensure that Practice Plus Group meets its regulatory responsibilities and complies with the Data Protection Act;
· Work closely with core business functions such as HR, Finance and Operational teams in our services to ensure the delivery of a seamless employee experience;
· Work alongside management to identify and implement improvement initiatives;
· Build strong working relationships with key internal and external stakeholders;
· Support ad-hoc projects; 
· Process pension enrolments, terminations and beneficiary updates;
· Work closely with third-party administrators to ensure accurate and timely submission of pension and benefit data;
· Administer benefit packages such as private medical insurance, life assurance and dental schemes
· Support the annual benefit renewal process for flexible benefit packages;
· Assist employee’s with pension & benefit queries, sign-posting to the relevant pension/benefit provider where required;
· Provide ad-hoc administration support to the HR function as required;
· Promote a positive and professional image of the Payroll, Pensions & Benefits team in telephone, face-to-face and written communication;
· Participate in all personal development initiatives and keep abreast of relevant developments within the Company;
· Comply with the Company Appraisal system and attend an appraisal every year;
· Ensure updated mandatory training requirements are met.











































	Person Specification: Payroll Analyst



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· Member of the Chartered Institute of Payroll Professionals or equivalent
	

	Experience
	· Experience of running an end to end payroll
· Working effectively as part of a team
· Experience of using Payroll systems
	· Experience working within the healthcare sector
· Experience communicating with senior managers
· Familiarity with iTrent
· Experience of working in a multi-site organisation
· Handling complex payroll processes
· Experience working with Pensions and Benefits

	Skills and Knowledge
	· Ability to work in a fast-paced environment, working well under pressure
· Strong organisational and time-management skills
· Understanding of the confidentiality requirements of working in a payroll team
· Good IT skills, particularly in Microsoft Excel & Outlook
· High accuracy and attention to detail
· Strong written and verbal communication skills.

	· Knowledge of healthcare terminology and understanding of how healthcare services operate
· Knowledge of Pension and Benefit practice and procedures
· Ability to forge and maintain relationships with internal and external stakeholders.


	Other Factors





	· Commitment to the provision of quality Payroll, Pension & Benefit services
	· Ability to travel to other Practice Plus Group locations on an occasional basis








Additional Information:

Appraisal
Practice Plus Group operates a system of individual performance review/appraisal for the purpose of agreeing performance objectives and discussing development needs in line with requirements of service need in the operational plan.

Conflict of Interests
You may not without the consent of Practice Plus Group engage in any outside employment and you must declare to your manager all private interests, which could potentially result in personal gain as a consequence of your employment position in Practice Plus Group.  Interests that might appear to be in conflict should also be declared.

Confidentiality 
The post holder is required not to disclose such information, particularly that relating to patients and staff.  All employees are subject to the Data Protection Act 1998 and must not only maintain strict confidentiality in respect of patient and staff records, but the accuracy and integrity of the information contained within.  The post holder must not at any time use personal data held by Practice Plus Group for any unauthorised purpose or disclosure such as data to a third party.  You must not make any disclosure to any unauthorised person or use any confidential information relating to the business affairs of Practice Plus Group, unless expressly authorised to do so by Practice Plus Group.  Further guidance on confidentiality is contained within Practice Plus Group Information Security Management System (ISMS).

Data Protection 
The post holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act and the company’s ISO27001 accreditation.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorized persons or organizations as instructed.

Education and Training
Personal continuing professional development is encouraged and an annual appraisal system is in place to discuss CPD and ongoing objectives.
 
Equal Opportunities
The post holder is required at all times to carry out responsibilities with due regard to Practice Plus Group Equal Opportunities Policy and to ensure that staff receive equal treatment throughout their employment with Practice Plus Group.

Health and Safety 
As an employee of Practice Plus Group, the post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.


Risk Management
All members of staff have a responsibility to report all clinical and non-clinical accidents or incidents promptly and when requested to, co-operate with any investigation undertaken.

This list of duties and responsibilities is by not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.


This job description is subject to regular review and appropriate modification.

I confirm I have read and understand this Job Description 


Name of Post-holder:		……………………………………

Signature: 			…………………………………...

Date:				…………………………………...
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