
JOB DESCRIPTION

Job Title:


Payroll Manager
Location:


Support Office, London or Cheltenham
Line Manager:

 
People Services Manager
Primary Objective 
The Payroll Manager is responsible for managing the monthly payroll operation, ensuring that each stage of the payroll process is actioned properly, developing new and existing administrative processes and tools to ensure streamlined, consistent, and centralised administration procedures across the department. Actively promote a culture of best practice and consistency in all areas, and provide a first-class service to our practices across the group.    
Tasks/Duties
Payroll
· Ownership of the payroll systems for Portman Dentex UK and Ireland, supporting the People Support Team as they process changes for their client area and ensuring that and databases are accurate at all times.
· Responsible for the provision and coordination of relevant training to the Payroll team on changes to payroll processes and systems. 
· Manage monthly submission of people changes to payroll, sense checking practice instructions and payroll deadlines are met.  
· Take ownership of payroll queries, managing errors and keeping thorough record of any ongoing cases. Keep clear records of any over-payments or re-run payslips for tax and pension corrections. Act as the escalation point for any queries being handled by the Payroll Coordinator. 
· Conduct thorough payroll checks each month, to ensure that all payslips are accurate and that all changes have been actioned correctly. 
· Working closely with our payroll managed service to ensure they correctly process RTI, Tax, Student Loans, National Insurance, P11D, P45’s, P60’s, SSP, and Maternity, providing any information they need to complete this. Managing the relationships with our payroll managed service to always ensure accuracy in calculations and adherence to legislation. 

· Ensure the appropriate documentation is on file where SSP is due to be paid. 

· Instruct our payroll managed service on monthly payroll timeframes. 

· Provide all reports and completed checks to the People Services Manager ahead of the payroll commit process for approval. Ensure all relevant reports for approval and funding are sent to the finance team.  

· Process annual tasks such as loading changes for salary reviews, minimum wage uplifts, and bonuses when required. 

· Running monthly minimum wage uplift reports and making required changes. 
Pension:
· Update starters and leavers onto the provider portal on a monthly basis, taking into account colleagues’ eligibility. Correct any errors than arise during the process. 

· Complete a monthly assessment for all colleagues who earn below the pension threshold, making changes as needed. 

· Manually enrol eligible colleagues onto the pension on the payroll systems. 
· Act as a point of contact for day-to-day pension queries from colleague. 
· Conduct checks on any changes in the payroll pre-commit stage, and send finance monthly reports. 
· Action all notifications from the pension providers throughout the month. 

· Oversee the annual data review with the pension providers, providing all necessary information. 

· Manage the pension re-enrolment process every three years. 
Reporting & Administrative Development
· Be involved with future People projects as appropriate, by sharing ideas through to managing implementation e.g. People System, Onboarding processes, Absence Management system, colleague surveys.
· Ad-hoc reporting as required across the business. 

-----------------------------------------------------------------------------------------------------------------------------------------------
Budgetary responsibilities:

There are no budgetary responsibilities, but the role holder is expected to apply commercial thinking to problems and solutions ensuring Portman Dentex are obtaining best value for money at all times.
People responsibilities:

Line management of Payroll Team
Key stakeholders:

The role holder will influence the following groups:

· Line Managers across the group

· All colleagues
· Operations

· Finance

· Third party partners – payroll bureau, flex benefit platform provider, benefit broker, pensions provider. 
(Person Specification on next page)

Person Specification:

	
	Essential
	Desirable

	Experience
	· Proven experience in payroll focused role, managing a large, high volume payroll. 
· Thorough understanding of payroll processes and best practice, with ability to work independently in the role.
· Experience of multi-site client base.

	· Experience within the Dental Industry
· Experience of people systems e.g. online payroll databases, flexible benefit platforms
· Experience with ROI payroll

	Qualifications/ Professional Memberships
	· Good standard of education.  GCSE or equivalent passes in English & Maths 
	· Level 4 CIPP qualification

	Skills
	· Offer first class levels of customer service to all colleagues to ensure their queries and problems are dealt with quickly and efficiently
· Be confident to provide solutions to colleague queries and problems, by listening and evaluating all possibilities before landing on a final solution

· Have a can-do, enabling attitude and be comfortable with ambiguity; be adaptable and flexible

· Possess strong personal organisation skills to prioritise effectively to get the job done

· Articulate information clearly and effectively both verbally and in written communication to colleagues ensuring culture of the Company is embedded into all messaging.


	Personal Attributes
	· Integrity and strong values – believe in the Portman Dentex Vision and Values
· Be a culture carrier – embrace the Portman Dentex culture, and respect colleagues, patients and visitors

· Excellence – maintain the high standards that is delivered across the business and act as a Portman Dentex ambassador
· Stay positive, enthusiastic and honest in all aspects of your job, while remaining loyal to both patients and colleagues

· Develop your skills and abilities through learning opportunities that we offer you
· Motivate yourself and others to achieve great organisational results.  Recognise successes and share opinions or ideas in colleague meetings

· Act in accordance with the Company policies, and Code of Conduct.  Protect yourself and your colleagues by observing our Health and Safety policy, and speak up if you notice something of danger

· Adopt a great attitude towards your work and work environment.  
· Be a great ambassador for PortmanDentex; share what you love about your job.



