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Job Description – Payroll and HR Assistant 

	Reporting to:

	HR Manager

	Responsible for:

	Undertaking a range of payroll and administrative duties to support the Human Resources processes within the college 

	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, departmental teaching staff, relevant support staff, students, parents, governors, visitors and job applicants 

	Working time:

	18 hours per week 40 weeks per year (exact weeks to be agreed)

	Salary/grade:

	Grade C 

	Payroll tasks;
Monthly variable payroll input and new employees














Absences








Other HR admin tasks in liaison with HR recruitment assistant
	· To be responsible for the timely and accurate inputting of the monthly variable payroll input
· To liaise with the HR manager to input all new starters, changes in contracts and casual employees onto the payroll system
· Tasks may include examples like:
· To record information on the college’s Single Central Record if required .
· Send Payslips, P60’s and P45’s as requested
· Send monthly Auto Enrolment Pension Letters
· Send out and process monthly Lunchtime Duty Claims 
· Process variable (eg overtime /supply/casual) monthly Claim Forms. 
· Prepare new Lunchtime Duty Claim forms in September for following year
· Deal with queries relating to Supply Teachers, variable Claim Forms or Lunchtime Duty Claims 
· Prepare Annual Leave spreadsheets in April for following year
· Process Annual Leave sheets to spreadsheet and PSP( HR and payroll software)
· 
· To liaise with the HR Officer regarding any absences that require further action. 
· Record, maintain and monitor all staff absence; teacher absences from daily cover sheet and support staff form cover slips
· Process any unpaid hours
· Inform HR officer of when absence triggers are nearing 
· To process messages from the support staff absence line on a daily basis and liaise with support team leaders accordingly. 
· 
· Assist with various aspects of the onboarding or recruitment process eg staff parking permits and visitors permits as required.
· Assist with the  printing badges and update House Colours spreadsheet for leavers and starters
· To monitor the HR team email account and action or distribute emails accordingly as required.
· Filing and Archiving of HR folders maintenance on a regular basis
· 


	Other Specific Duties:

· To attend staff meetings as required.
· To be aware of the college Safeguarding and Data Protection procedures relevant to the post.  



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: April 26
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