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Company: 		Stannah Management Services	
Location: 		Payroll / Finance (Watt Close)
Working Hours:	37
Reports to: 		Finance Manager
 
 
Purpose 
The Payroll Supervisor is responsible for supervising the day-to-day delivery of accurate, compliant and timely payroll services across the Group. The role coordinates the payroll team, works closely with external payroll providers, maintains effective payroll controls and supports improvements to payroll systems, data quality and processes. 

Working closely with Finance, HR, Tax, IT, business units and external providers, the Payroll Supervisor helps ensure that employees are paid correctly and on time and that statutory, pension, reporting and control requirements are met. 
 
Key Responsibilities 
 
Payroll
· Coordinate the end-to-end payroll cycle, ensuring all payrolls are processed accurately, reviewed appropriately and delivered within agreed timetables. 
· Maintain the payroll calendar and coordinate the collection, validation, submission, review and amendment of payroll data. 
· Ensure all uploads to external payroll providers are complete and reviewed before submission. 
· Review payroll outputs, exception reports, payments and reconciliations, escalating material issues for final approval. 
· Ensure starters, leavers, salary changes, overtime, allowances, deductions, benefits, sickness and family-related payments are processed correctly. 
· Coordinate year-end payroll activities and statutory submissions, including P60 and P11D processes where applicable. 
· Act as the first point of escalation for complex payroll queries.

Team Supervision
· Supervise, motivate and support the payroll team, reinforcing clear objectives and service standards. 
· Plan and review team workloads, ensuring appropriate cover, segregation of duties and resilience across critical activities. 
· Provide coaching, technical guidance and regular feedback. 
· Promote a collaborative, service-focused culture with strong attention to accuracy, confidentiality and deadlines.

Compliance and Controls
· Ensure day-to-day payroll activities comply with PAYE, National Insurance, National Minimum Wage, pension auto-enrolment, employment tax and data-protection requirements. 
· Maintain documented payroll procedures, control evidence and approval records. 
· Support internal and external audits and resolve assigned findings and control actions. 
· Monitor payroll legislative developments and support required process changes. 
· Ensure payroll data is handled securely and retained in accordance with legal and Company requirements.




Systems and Continuous Improvement 
· Act as a payroll subject-matter expert for payroll systems, interfaces and payroll-related processes. 
· Operate and monitor controls over payroll inputs, authorisations, employee record changes, provider outputs and payments. 
· Investigate payroll errors and recurring issues, supporting root-cause analysis and corrective action. 
· Identify opportunities to improve data quality, automation, reporting and employee self-service. 
· Support payroll projects, system implementations and process changes, including testing and training. 

External Provider Coordination 
· Manage day-to-day relationships with external payroll providers and advisers, escalating strategic or contractual matters as appropriate. 
· Monitor provider performance against timetables, service levels and accuracy measures. 
· Support regular service reviews and follow up agreed actions. 
· Maintain clear operational ownership between Stannah teams and external providers. 

Stakeholder and Employee Support 
· Maintain effective working relationships with HR, Finance, Tax, Treasury, IT and business units. 
· Communicate payroll cut-off dates, data requirements and process changes clearly. 
· Provide practical payroll guidance while protecting sensitive personal information. 
· Work with HR to ensure authorised contractual and employee changes are reflected from the correct effective date. 

Finance, Reconciliation and Reporting 
· Develop payroll cost analysis, management information and key performance indicators. 
· Support budgeting, forecasting, statutory reporting and audit requirements relating to payroll and employee costs. 
· Review pension reports and payroll-related third-party submissions and payments. 
· Provide ad-hoc payroll reports and analysis to Finance and department managers. 

Risk and Business Continuity 
· Apply the payroll risk and control framework, including segregation of duties and approval limits. 
· Support contingency arrangements, process documentation and cross-training for critical payroll activities. 
· Escalate material payroll, compliance, data or provider risks promptly. 
· Protect payroll confidentiality and support the response to data or control incidents.

This list is not exhaustive and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the department.

Knowledge and Experience
Essential 
· Significant practical payroll experience, including coordinating an end-to-end payroll cycle. 
· Strong knowledge of UK payroll legislation, statutory payments, PAYE, National Insurance and pension requirements. 
· Experience supervising or supporting a payroll team and managing competing deadlines. 
· Experience working with outsourced payroll providers and payroll timetables. 
· Experience supporting audits, reconciliations and a controlled finance environment. 
· Strong Excel and payroll systems capability, with the ability to analyse data and identify exceptions. 
· Clear communication skills and confidence handling sensitive employee matters. 




Desirable 
· CIPP qualification or equivalent payroll accreditation. 
· Experience of international or multi-country payrolls. 
· Experience within a multi-company or Group environment. 
· Experience supporting payroll transformation, systems implementation or automation projects. 
· Knowledge of employment tax, benefits and wider reward processes.

Personal Attributes and Behaviours
 
· Highly accurate, organised and dependable, with a strong sense of ownership. 
· A calm and pragmatic problem-solver who performs effectively under pressure. 
· A supportive supervisor who develops others and encourages collaboration. 
· Confident challenging incomplete, late or inaccurate information. 
· Discreet and trustworthy when handling confidential and personal data. 
· Proactive, improvement-focused and comfortable working across functions and with external partners.
 
Managerial and Supervisory Responsibility

· Three direct reports
Education and Qualifications
· GCSE Maths, English A-C or 5-9     
· Relevant working experience
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