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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	Job Title:

	Senior Payroll & Systems Officer

	Reports to:

	HR Systems Technical Lead

	Department:
	Finance & Resources

	Section:

	Business Operations

	Date written:
	16/06/2020


Purpose of the Job

To develop and maintain the human resources and payroll management information system to ensure all data accurately reflects staff terms and conditions of employment and staff are paid accurately and on time.
To work collaboratively with internal and external stakeholders and customers to review and develop automated processes that meet customer business requirements.

Principal Accountabilities
1. To manage the data on the human resources information and payroll system to ensure staff are paid accurately according to their terms and conditions of employment and statutory payroll regulations.

2. To review and develop processes and new modules within the human resources and payroll system, in collaboration with internal stakeholders and external customers, to maximise use of system functionality and meet business requirements.

3. To lead on the implementation and payroll design for new customers to ensure staff are paid according to their terms and conditions of employment and that we meet the customer’s business requirements.

4. To develop and implement testing plans for any new software updates to ensure they are fit for purpose before being implemented into the live system.
5. To identify and resolve root causes of system problems, in collaboration with the software provider, to ensure staff are paid accurately and to ensure compliance with statutory payroll regulations.  
6. To train users of the human resources and payroll system and update guidance on new system applications to ensure payroll staff are trained and able to provide appropriate support to end-users of the system.

7. To manage the HR Systems and Information Officers. 
General Accountabilities

To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy
To uphold and carry out the duties of the post with due regard to the City Council’s Inclusive Council Policy.
Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Senior Payroll & Systems Officer

	Reports to:

	HR Systems Technical Lead

	Department:
	Finance & Resources

	Section:

	Business Operations

	Date written:
	16/06/2020


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· CIPP Level 3 qualification or equivalent experience

· Knowledge of employment law in relation to terms and conditions of employment

· Commitment to keep up to date with payroll regulations



	Experience
	· Experience of working within a Payroll Systems environment
· Experience of developing payroll database applications

· Experience of developing testing plans

· Experience of interrogating payroll database applications to identify and resolve system problems

· Experience of working with multiple large payrolls, with both weekly and monthly payment schedules
· Experience of line managing and motivating a team


	Skills and Abilities
	· Ability to analyse and interpret detailed information of a complex nature
· Ability to use your own initiative to solve problems

· Good verbal and written communication skills

· Ability to work as part of a wider team towards shared objectives

· Advanced Microsoft Office skills


	Equalities
	· To be able to demonstrate a commitment to the principles of Equal Opportunities and be able to carry out duties in accordance with City Council’s Inclusive Council Policy.
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