
 1 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

JOB TITLE:            Staff Payroll Administrator  
 
GRADE:   Band Six 
 
LOCATION:   Church House, Great Smith Street, London SW1P 3AZ 
   
ACCOUNTABLE TO: Staff Payroll Team Leader  
 
KEY RELATIONSHIPS: Staff Payroll Team Leader, Payroll Manager (Clergy and Staff Payrolls), 

Payroll colleagues, other user departments, Pensions Board Residential 
Schemes Managers and Operational Managers, Church Urban Fund, Holy 
Trinity Barnstaple, HR, Finance and IT. 

 
BACKGROUND:  The Staff Payroll section is responsible for processing the monthly payrolls 

for NCI staff (640 payees including quarterly payrolls for the Legal Officer 
staff) and staff at the Pensions Board Residential Schemes (150 payees) 
as well as a Payroll for the Bishop of the Isle of Man and associated staff. 
In addition it provides a bureau service for the Church Urban Fund (30 
payees) and Holy Trinity Barnstaple (6 payees).  

  
The nature of payroll is that the workload fluctuates to meet monthly 
deadlines and also peaks at tax year end/start and financial year end. 
Staff, PB Schemes and bureau payrolls currently run on NGA 
Resourcelink. There are different T+C’s and rules of pay for each payroll 
population. 
 
Microsoft Office 2010 is used for word-processing, spreadsheets and E-
mail (i.e. Word, Excel and Outlook). 

 
JOB SUMMARY: Working as part of the Staff Payroll team to ensure the Staff payrolls 

are processed accurately and on time. To provide an accurate and 
timely service for payees and other internal & external customers, in 
accordance with statutory deadlines. In addition, to provide support to 
the Staff Team Leader in meeting the requirements of the sections 
service level agreement (SLA’s). 
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MAIN DUTIES AND RESPONSIBILITIES:  
 
 

• Working as part of the Staff Payroll section to ensure the six Staff payrolls for circa 830 
payees are processed accurately and on time for the monthly and quarterly paydays. 

• “End to end” payroll administration including new starters, leavers, salary changes, bank 
details, address changes, payments, deductions, absence/sickness, variable pay, Pensions 
Auto Enrolment, tax code changes, validation checks and variance checks 

• Compliant application of UK payroll legislation including PAYE, NI, student loans, Child Care 
Vouchers, Cycle to work scheme, Parental leave, statutory payments, Court Orders, GAYE, 
other personal deductions, and tax year start/tax year end  

• Compliant application of Isle of Man Payroll legislation. 
• Ensuring that statutory regulations are correctly applied and that payments/deductions are 

made within the scope of all relevant NCI policies 

• Ensure adherence to internal controls in line with agreed processes and audit compliance 

• Proactive and strict management of the payroll cut off deadlines, including sending email 
reminders 

• Facilitation of offline payments for advances, out of cycle new starters and returned 
payments. 

• Supporting the Staff Team Leader in ensuring that a high standard of service is provided to all 
customers in line with the sections service level agreement (SLA’s). 

• Ensure statutory payments are requested from the Accounts department accurately and on 
time. 

• Administration of overpayment process and the death in service process. 
• Ensuring all the monthly payroll reports are sent securely to the dedicated recipients  

• Communicating with a variety of clients to answer queries and questions via telephone, email 
and letter at the same time ensuring full compliance with the Data Protection Act 1998. 

• Answering queries from payees, operational managers and senior managers.  

• Liaising with HMRC where required for individuals tax code and starter/leaver related queries. 
• Maintaining harmonious working relationships with colleagues and customers. 
• Training of other staff as required, sharing best practice with colleagues 
• To assist the Staff Team Leader and Payroll Manager (Clergy and Staff Payrolls) with tax year 

end and tax year start responsibilities as well as Business As Usual testing for system upgrades. 

• Work with the Staff Team Leader and Payroll Manager (Clergy and Staff Payrolls) in carrying 
out regular reviews to identify and implement improvements in processes and service. 

• Maintain a professional and productive working relationship with HR, The Pensions Board 
Admin team, CUF management team and HTB contacts. 

• Providing assistance with the general running of the department and carrying out other duties 
as may be required.  

 
 
 
Changes to your job description may occur over time and you will be expected to agree any 
reasonable changes that are commensurate with your banding and in line with the general nature of 
your post. You will be consulted about any changes to your job description before these are 
implemented. 
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PERSON SPECIFICATION: 
 
This section outlines the requirements and qualities the post-holder needs in order to fulfil the post.   
 
Essential 
 
 
Skills/Aptitudes: 
• Up to date knowledge of UK payroll legislation including PAYE, NI, student loans, Child Care 

Vouchers, Parental leave, statutory payments, Cycle to Work Scheme, Court Orders, GAYE, and 
tax year start/tax year end  

• Computer literacy in Windows applications (Word, Excel, Outlook)  

• Very good numerical skills 
• A meticulous and thorough approach with the ability to work accurately 
• Able to identify priorities and plan and organise daily work routines 
• Ability to work under pressure to meet strict deadlines 
• Able to understand customers and their concerns 
• Ability to draft clear and concise correspondence 

• Confident, polite telephone manner, with ability to express points clearly and sympathetically 
when required 

 
 
Knowledge/Experience: 
• Experience of working within a payroll environment 
• Experience and knowledge of an integrated database system using workflows 
• Experience and knowledge of payments or transactional systems which facilitate transactions to 

customers and or third parties 
• Experience of dealing with a large volume of customers  
• Experience of delivering excellent customer service   
• Experience of working within a team environment 
 
Education: 
• GCSE or equivalent standard and proven ability in a similar role 
 
Desirable 
 
Education: 

• A Level or equivalent standard and proven experience within a Payroll or Payroll Administrator 
role 

• CIPP National Payroll Certificate or similar  
 

Skills/Aptitudes: 

• Resourcelink Payroll system or transferable Payroll systems experience  

• Able to identify process improvements and manage any subsequent changes 

• Up to date knowledge of Isle of Man payroll legislation. 
 
Knowledge/Experience: 
 
• Experience of servicing a “Head Office” customer base  

• Experience and knowledge of payment systems such as BACS or CHAPS 
• Able to organise the workload for the team in Staff Team Leaders absence 

• Experience of user acceptance testing for system upgrades and Tax Year End/Start 
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GENERAL CONDITIONS: 
 
Diversity 
 
We understand the benefits of employing individuals from a range of backgrounds, with diverse cultures 
and talents. We aim to create a workforce that: 
 
• values difference in others and respects the dignity and worth of each individual 
• reflects the diversity of the nation that the Church of England exists to serve 

• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their full 
potential.  

 
We are committed to being an equal opportunities employer and ensuring that all employees, job 
applicants, customers and other persons with whom we deal are treated fairly and are not subjected 
to discrimination. We want to ensure that we not only observe the relevant legislation but also do 
whatever is necessary to provide genuine equality of opportunity. We expect all of our employees to 
be treated and to treat others with respect. Our aim is to provide a working environment free from 
harassment, intimidation, or discrimination in any form which may affect the dignity of the individual. 
 
Standards of Behaviour and Conduct 
 
Staff are expected to act at all times with due consideration for others and in a manner befitting their 
position as employees of the Church and as professionals, whatever their job. 
 
Health and Safety Responsibilities 
 
The NCIs take Health and Safety at work very seriously and require their staff to familiarise themselves 
with, and follow, their policy. 
 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the course of their duties 
without the permission of their Head of Department. 
 

 
TERMS OF EMPLOYMENT: 
 
Starting Salary: Salary starts at the probationary point of £26,681.00 per annum. On 

satisfactory completion of the probationary period the salary will rise to 
the standard point for the band £28,304.00 per annum.    

Pension Contributions: Non-clergy staff will be admitted to the Church Administrators Pension 
Fund (CAPF, DC Section). Clergy already in the Church of England Funded 
Pensions Scheme (CEFPS) will have the option of either remaining in this 
scheme or joining the CAPF scheme. 

 
There is no contracting – out certificate under the Pension Schemes Act 
1993 in force for this employment in relation to the CAPF and CEFPS. 
Both CAPF and CEFPS members are contracted-in to the State Second 
Pension. 

 
Hours of Duty: Normal hours of work are 35 per week, Monday to Friday with an hour’s 

unpaid break for lunch. 
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Annual Leave: 25 days paid leave per leave year. This is exclusive of public holidays and 
additional holidays approved by your employer.   

 
Season Ticket Loan: Staff are eligible to apply for an interest-free travel season ticket loan for 

their journey to and from work. 
 
Contract: The post is offered on an open-ended contract, subject to a six-month 

probationary period. 
 

Closing date for receipt of applications: Sunday 3 February 2019 
 
 
Interviews:    TBC 
 


