[image: ]	JOB DESCRIPTION / PERSON SPECIFICATION


	Job Title
	Payroll Coordinator 

	Reports To
	Payroll Team Leader 

	Company
	Ashcourt Group 




	Core Duties/ Responsibilities 

	(The key responsibilities of the role against which performance is measured)
· Payroll Processing
· Monitor the payroll inbox and respond to queries, escalating to the Payroll Team Leader where necessary.
· Collate timesheets and verify clocking-on hours.
· Process weekly and monthly payroll for approximately 700 PAYE employees.
· Collate and process fortnightly payments for around 200 subcontractors.
· Employee Lifecycle
· Set up new starters and process leavers, including calculating holiday entitlements.
· Implement payroll changes such as pay increases, bonuses, commissions, and training deductions.
· Compliance & Reporting
· Run regular and ad-hoc payroll reports for stakeholders.
· Keep up to date with payroll legislation, implement changes, and communicate updates to department heads and key stakeholders.
· Manage HMRC notifications and liaise directly with HMRC.
· Support with annual P11Ds and statutory payments (SSP, SMP, SPP).
· Additional Duties
· Administration of salary sacrifice schemes and ensure accurate deductions.
· Process holiday requests and maintain accurate records.
· Provide ad-hoc support to the wider HR team on projects and tasks.


	



	Health & Safety Role
· Support in accidents, incidents and near-miss investigations by providing statements and evidence where required
· Follow and adhere to risk assessment controls, Safe Systems of Work, and PPE requirements
· Comply with all legal requirements
· Take care of your health and safety and others that may be affected by your actions




	Qualifications required for the role 
	Essential
	Desirable

	
	
	

	Full UK Driving licence  
	
	

	CIPP Qualification or equivalent payroll qualification  
	
	



	Experience required for the role 
	Essential
	Desirable

	
	
	

	Proven experience in a payroll position 
	
	

	Experience using Sage 50 payroll or similar payroll software 
	
	




	Specific Skills required for the role  
	Essential
	Desirable

	
	
	

	Strong knowledge of UK payroll legislation and statutory requirements
	
	

	Excellent attention to detail and organisational skills
	
	

	Proficiency in payroll systems and Microsoft Excel
	
	

	Ability to manage deadlines and work under pressure.
	
	

	Excellent verbal and written communication skills
	
	

	Ability to confidentially handle sensitive information 
	
	




	Behaviours to be demonstrated 
	Essential
	Desirable

	
	
	

	Accuracy & Attention to Detail
	
	

	Confidentiality & Integrity
	
	

	Proactive Problem-Solving
	
	

	Adaptability
	
	

	Collaboration & Teamwork
	
	

	Time Management & Prioritisation
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