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JOB DESCRIPTION

JOB TITLE:			Payroll Administrator

LOCATION:                           Colchester

REPORTING TO:		Senior Payroll Analyst

		
Job Summary

The Payroll Administrator is responsible for processing the company payroll data in a timely and accurate manner and providing support to the wider payroll team.
This role works closely with the Senior Payroll and Payroll Analysts across 4 company payrolls which hold a total 6247 employees to ensure that employee salaries are paid correctly and on schedule.

Company Background

Practice Plus Group is one of England’s largest independent providers of health care and NHS services in the country. It exists not as a competitor to the NHS, but a strategic partner, enhancing treatment and ongoing care for individuals outside of the publicly run NHS. The drive for quality has led to innovations in procedures and services and an improvement in the patient experience that has encouraged commissioners across the country to partner with Practice Plus Group. Team members are passionate about creating an exceptional experience for patients and dedicated to delivering the highest standards of quality and safety. New approaches are being continuously developed in order to tackle the rising demands being placed on the healthcare system.

Payroll Administrator Responsibilities

· Providing information and answering employee questions about payroll related matters
· Preparing and issuing Earnings Statements
· Processing Starters, Leavers and adjustments to employee pay
· Running monthly payroll reporting data
· Providing support to the Senior Payroll Analyst and Payroll Analysts with any ad hoc duties each month
· Maintaining accurate data on various company spreadsheets
· Administration and monitoring of payroll mailboxes

Experience

· Previous payroll experience would be advantageous but not required
· 5 GCSE’s Grade 9-4/A-C including English and Maths
· Proficient in Word and Excel
· Previous office administration experience

Personal attributes

· Ability to forge and maintain relationships with internal and external contacts
· Strong interpersonal and communication skills
· Strong numerical aptitude and attention to detail
· Excellent communication skills, both verbal and written
· Able to prioritise and multitask effectively
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