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Job Description



	JOB TITLE:
	Payroll Manager

	GRADE:
	M(Final)


	POST NUMBER:
	
A500432001

	DIRECTORATE:
	Resources

	SERVICE:
	Finance Audit & Procurement

	RESPONSIBLE TO :
	Head	of	Strategic	Finance	(Improvements	Systems	& Transactions)

	RESPONSIBLE FOR:
	1 x Payroll Team Leader 2 x Payroll Officers (Corporate) 3 x Payroll Advisors; 1 x Payroll Reconciliation & Reporting Officer

	
	DBS Basic / Enhanced check not required This post is not politically restricted

	JOB SUMMARY:
	[The job summary should summarise, in a maximum of two paragraphs, the purpose of the role]
Provide strategic leadership and develop the Payroll Team to provide a high quality and customer focussed service to the Council, Schools and traded services with whom there is a Service Level Agreement arrangement which fully integrates best practice and value-for-money. Ensure effective control measures and management procedures and systems are in place and that service delivery reflects high professional standards and best practice and meets performance targets, standards, legislative, statutory and audit requirements and financial regulations.
Provide professional expertise and technical advice relating to payroll matters to officers across the Council and develop effective working relations with Central and Local Government agencies to ensure maximum benefits for the Council’s current scheme and programmes and for future developments and initiatives. Ensure that the Payroll Service is delivered to service standards ensuring compliance with internal and external financial control measures and fully meeting statutory and Council financial regulations and audit requirements

Continually drive improvements ensuring regular monitoring of team performance and customer feedback. Responsible for communicating effectively with customers and maintaining and updating allocated intranet content in respect of payroll for the whole Council

	ROLE
	[The role requirements are the duties and responsibilities that are specific to the job. If a duty is required to be carried out
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	REQUIREMENTS:
	infrequently this should not be recorded as this list is not exhaustive]

	1.
	Deputise for the Strategic Head of Finance (Financial Improvements Systems & Transactions) on all payroll matters in meetings, discussions working groups as appropriate

	2.
	Ensure the team provides high quality and timely advice, guidance and information to internal/external customers across the whole Council, including Schools, on the full range of payroll activities ensuring consistency of application and compliance with legislation, statutory obligations, relevant conditions of service and financial regulations and audit requirements.

	3.
	Strategic leadership and accountability of the Payroll service for the Council, ensuring that service performance, workload, staff availability and levels of service are managed effectively to achieve the required service standards and expectations, whilst adhering to the relevant legislation, Council policies and agreed performance objectives.
Responsible for setting and monitoring of key performance objectives and performance indicators/targets for the Payroll service and team supervisors, to reflect Corporate and Service objectives

	4.
	Leading practitioner for the Council’s Payroll service, contributing and steering the development of policy and strategy, in support of the Strategic Head of Finance (Financial Improvements Systems & Transactions) on all matters relating to Payroll, ensuring they maximise opportunities for efficiencies and improvements, in respect of the service provided for the Council overall, and other relevant third parties (such as Schools)

	5.
	Responsible for the continued development and maintenance of the computerised payroll system, ensuring maximisation of the system’s functionality optimising its use and championing a self-service ethos.

	6.
	Responsible for ensuring the delivery of a comprehensive, accurate and timely payroll service maintaining at least upper quartile performance against recognised benchmarks.

	7.
	Define, develop, implement and continually review procedures and systems to deliver an efficient and responsive payroll service for the Council tracking and external benchmarking the service and developing initiatives to improve performance and maximising revenue streams.

	8.
	Responsible for working closely with existing customers and stakeholders to proactively identify service efficiencies and improvements, and then ensure these improvements are made in a timely fashion.

	9.
	Represent the Council at internal and external meetings, hearings, and enquiries and prepare and present detailed advice and reports ensuring that the information provided is in accordance with the highest professional standards and relevant legislation.
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	10.
	Ensure robust business processes and financial planning is in place by effectively managing the budget and proactively drive the ongoing development of revenue streams through traded services

	11.
	Plan and co-ordinate the effective training and development of all members of the team ensuring that they are kept up to date with any legislative/national/local initiatives that will impact upon the Payroll Service.

	12.
	Work closely with Resources colleagues to ensure co-ordinated service delivery, contributing to senior management strategic decision-making and service development within the service

	13.
	Comply with all Council policies, including contractual standing orders, financial regulations and all Corporate/HR policies and procedures

	14.
	Ensure the appropriate financial control processes are operated weekly/ monthly as required that provide assurance of the accuracy, integrity and robustness of the payroll data posted to the general ledger and the corresponding expenditure on staff salary costs

	15.
	Contribute to the identification and implementation of continuous improvements in systems and processes surrounding payroll to ensure that these reflect best practice

	16.
	To be responsible for the completion of complaint, Member’s enquiries and freedom of information responses relating to the Payroll service, in accordance with Council and Directorate procedures

	CORPORATE RESPONSIBILITIES
	

	17.
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	18.
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	19.
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	20.
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	21.
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	22.
	Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation

	23.
	To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.



	24.
	To undertake additional duties that may arise from time to time commensurate with the grade of the post.

	PEOPLE
	[This should detail those aspects of that require contact and interaction with other individuals, either within the council and/or in outside organisations, and the intended outcome of this]

	25.
	To engage and develop all staff in the team to ensure they have clear personal development plans.

	FINANCE
	[This is for roles that have budgetary responsibility, e.g. the requirement of managing budgets, delivery targets and the efficient deployment of resources – delete if not applicable]

	26.
	Support the Director of Finance to effectively manage relevant budgets, deliver financial targets and efficiently deploy resources as appropriate for the Finance Division

	SERVICE
	[This section will include requirements that the job holder may have in respect of quality assurance, continuous improvement, and the efficiency of the service]

	27.
	Work collaboratively to help manage the relationship between the Payroll, finance and HR teams recognising respective pressures and priorities whilst meeting Statutory responsibilities. Lead collaborative relationships with external partner organisations as required by the role. Network and participate in professional groups to share best practice, support benchmarking to achieve the best possible outcomes and to ensure that Tower Hamlets is involved in developing and thinking about matters that affect the delivery of services including alternative approaches.

	28.
	Contribute to the Service vision of continuous improvement, seeking out process and other improvements wherever possible and cascading these across colleagues within the department

	PERFORMANCE
	

	29.
	[This section needs to list the specific targets that are required to be met by the post holder and how these will be achieved]

	30.
	Ensure the Authority’s procedures around the management of staff are followed with 121s and appraisal reviews carried out regularly as required to facilitate and support staff learning and development and wellbeing, leading by example

	31.
	Work to reach the performance standards agreed with line manager and to achieve the targets set out within the Council’s annual performance appraisal process

	OTHER CONDITIONS:
	

	32.
	To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme



[image: ]




.

.
Person Specification

	Person Specification for the Post of
	
	
Essential (E) or
Desirable (D) (if applicable)
	
Method of Assessment A=
Application Form
T= Test
I= Interview

	Knowledge
	· Sound and up-to-date knowledge of latest developments, relevant legislation and best practice in Payroll services including knowledge of integrated Payroll systems
· Numerate with the ability to interpret statistical information
· Knowledge of the ley financial controls required to be in place (including reconciliations) which help safeguard the accuracy and integrity of the data
	E



E E
	A/I



A/I/T A/I/T

	Qualifications & Experience
	
· Significant experience of leading a high-volume transactional service which involves complex process management
· Experience of providing services through service level/contract management arrangements
· Experience of developing services, systems and processes which enhance service delivery
· Experience of setting targets, monitoring and evaluating service performance and delivery to achieve continuous improvement
· Track record of working collaboratively and successfully with senior managers and colleagues and achieving business
outcomes
	E
	A/I

	
	
	
E
	
A/I

	
	
	
E
	
A/I

	
	
	E
	A/I

	
	
	
E
	
A/I

	
	· Ability to plan, programme, deliver and monitor projects and programmes of work, in line with agreed timescales and outputs; ability to contribute to cross- service/agency projects.
· Excellent organisational and motivational skills to enable
achievement of agreed deadlines
	E



E
	A/I



A/I




LBTH Job Description and Person Specification Template 2022

	
	and targets, whilst maintaining motivation and focus
· Clear verbal and written communication skills to write reports for statutory purposes, particularly case recordings.
· Ability to bring creative and innovative solutions to problems, influencing others to bring them on- board
· Be flexible and adaptable to a changing environment, responding positively to changing demands
· Use benchmarking and evidence from professional networks to inform ideas on business transformation
	

E
	

A/I/T

	
	
	
E
	
A/I

	
	
	E
	A/I/T

	
	
	
D
	
A/I

	
	· Ability to present complex issues clearly and concisely, both orally and in writing, to inform the decision-making process
· Ability to develop effective partnerships and networks within the council and other organisations to support the delivery of effective and outcome driven services
· Create strong, positive working relationships with a range of stakeholders to establish credibility
and confidence
	E




E


E
	A/I/T




A/I


A/I

	
	· Commitment to the principles and practice of equality and diversity in employment and service delivery
· Ability to reflect diversity issues in the monitoring and evaluation of work.
	E



E
	A/I



A

	
	· Actively pursuing Continuing Professional Development
· Able to share good practice and experience and learn from others
both internally and externally
	E E
	A/I A/I

	
	
	
	

	Living the
	
	They are
	

	TOWER
	
	aligned to the
	

	Values sets
	
	organisation’s
	

	out the
	
	five TOWER
	

	essential
	
	Values
	

	behaviours
	
	
	

	required of all
	
	
	

	staff.
	
	
	

	We	work
TOGETHER
across boundaries and
with partners to
	[Insert at least one TOWER Behaviour appropriate to the post]
· Takes action to improve team culture and improves
	


E
	


A/I
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	achieve the best outcomes for	Tower Hamlets
	relationships across the council and with partners to achieve the best outcomes
· Maintains and encourages networking across teams to achieve the best outcomes
· Looks for ways to collaborate with others early on, to achieve the best outcomes
· Visible, approachable and takes steps to shape a positive working culture across the council and with partners
	



E




E



E
	



A/I




A/I



A/I

	We are OPEN
and transparent
	[Insert at least one TOWER Behaviour appropriate to the post]
· Thinks about the people they communicate with and adjusts their style accordingly
· Approachable and seeks regular internal and external feedback to improve how they do things and to shape strategy and organisational improvement
· Uses coaching to enable others to find answers and solutions for themselves
· Facilitates the change required for the team and others to be connected to on-going service requirements
	


E



E






E



E
	


A/I



A/I






A/I



A/I

	We are
WILLING to
challenge, innovate and be accountable
	[Insert at least one TOWER Behaviour appropriate to the post]
· Takes accountability for delivering clear goals and targets, whilst setting high standards, for self and others
· Respectfully challenges others, using data and observation to drive improved outcomes
· Ensures that staff have the tools to do the job and uses creative opportunities to upskill others.
· Leads the way and encourages others, so they achieve continuous improvement with measurable benefits
	



E



E



E




E
	



A/I



A/I



A/I




A/I



	We empower each other to be EXCELLENT
and go the extra mile
	[Insert at least one TOWER Behaviour appropriate to the post]
· Delivers to clear objectives, expectations and roles to motivate their team towards delivering the vision, as well as inspiring their team to achieve their best
· Gives others the space to take positive risks, whilst being on- hand to provide support and guidance
· Promotes well-being at work and checks-in with team members, signposting to support where needed.
· Actively recognises the successes and achievements of others, acknowledging them in creative ways
	


E






E




E




E
	



A/I






A/I




A/I




A/I

	We RESPECT
all communities, they are the heart of everything we do
	[Insert at least one TOWER Behaviour appropriate to the post]
· Uses customer feedback to actively improve customer outcomes and the way services are delivered
· Makes changes in the team to improve customer service and to improve customer satisfaction
· Uses customer feedback data to make improvements to how we work, to achieve the best outcome
· Ensures that they and others value the diversity of all people they work with and takes this into account in developing the service
	


E




E



E




E
	


A/I




A/I



A/I




A/I

	Additional Requirements
	
To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.
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        Job   Description        

JOB   TITLE:  Payroll   Manager  

GRADE:  M  

POST   NUMBER:    A500432001  

DIRECTORATE:  Resources  

SERVICE:  Finance   Audit   &   Procurement  

RESPONSIBLE   TO   :  Head   of   Strategic   Finance   (Improvements   Systems   &  Transactions)  

RESPONSIBLE   FOR:  1   x   Payroll   Team   Leader   2   x   Payroll   Officers   (Corporate)   3   x   Payroll  Advisors; 1 x Payroll Reconciliation & Reporting Officer  

 DBS   Basic   /   Enhanced   check   not   required  This post is not politically restricted  

JOB   SUMMARY:  [The   job   summary   should   summarise,   in   a   maximum   of   two  paragraphs, the purpose of the role]   Provide strategic leadership and develop the Payroll Team to provide a  high   quality   and   customer   focussed   service   to   the   Council,   Schools   and  traded services with whom there is a Service Level Agreement  arrangement which fully integrates best practice and value - for - money.  Ensure effective control measures and management procedures and  systems   are   in place   and   that   service   delivery reflects high   professional  standards   and   best   practice   and   meets   performance   targets,   standards,  legislative, statutory and audit requirements and financial regulations.   Provide   professional   expertise   and   technical   advice   relating   to   payroll  matters to officers across the Council and develop effective working  relations with Central and Local Government agencies to ensure  maximum   benefits   for   the   Council’s   current   scheme   and   programmes   and for future developments and initiatives. Ensure that the Payroll  Service is delivered to service standards ensuring compliance with  internal and external financial control measures and fully meeting  statutory and Council financial regulations and audi t requirements     Continually drive improvements ensuring regular monitoring of team  performance   and   customer   feedback.   Responsible   for   communicating  effectively with customers and maintaining and updating allocated  intranet content in respect of payroll for the whole Council  

ROLE  [The   role   requirements   are   the   duties   and   responsibilities   that  are   specific   to   the   job.   If   a   duty   is   required   to   be   carried   out  

(Final) 

