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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme.

For further information about all the benefits we offer, please click HERE.


	About the Job 

	As the Pay & Pensions Service Manager, you will manage the performance and direction of the Pay & Pensions Service team within the HR Operations Division, ensuring the provision of effective services to customers in accordance with Council policies and procedures, employment legislation, and HR / payroll established best practice.

You will ensure that payroll & pensions service provision and transactional work, including time recording systems, are planned and managed effectively and take the lead in successful and efficient delivery of programmed work and appropriate solutions to support the achievement of business objectives.

More specific responsibilities include:
· Managing and developing members of the team (including planning of work, performance management, coaching, mentoring and undertaking Employee Development Reviews) so they are appropriately skilled and deployed to provide an effective service
· Ensuring service delivery meets the key aims of the Council and the needs of the wider community, and contribute to the Divisional Business Plan to shape and define ongoing business strategy, performance and delivery
· Overseeing, reviewing and updating practices, procedures, and policies to ensure compliance with the Council Constitution, Standing Orders, audit requirements, and all statutory and legal obligations
· Managing the allocated budget and staffing resources to meet service needs, commissioning external resources and systems as required, in full compliance with procurement and financial standing orders and regulations
· Preparing and presenting HR/payroll reports to Council Boards, management teams, and governor/head teacher seminars (including evening and weekend sessions) to support informed decision-making
· Working collaboratively to manage and develop the integrated HR/Payroll, Document Management, e-recruitment, and HR IT systems (including time recording) to ensure their efficient use across HR Operations
· Ensuring that the Council’s schools that do not purchase the Council’s service level agreement for payroll services meet their statutory duties in respect of pay and pensions matters
· Developing and maintaining positive relationships with process stakeholders (including HMRC), auditors, external bodies, neighbouring authorities, working groups, and professional networks to maximise collaboration, represent the Council’s views, and resolve issues effectively
· Deputising for the Divisional Manager at the Cheshire Pensions Consultative Forum as required
· Advising, supporting, and assisting on complex pay and pension matters, ensuring compliance with HMRC and pension provider requirements, delivering proactive solutions, and escalating issues where appropriate
· Managing the Council’s teaching and non-teaching payrolls, as well as third-party payrolls under traded services, ensuring accurate monthly payroll calculations and correct processing of PAYE, NICs, the Apprenticeship Levy, and all other deductions
· Managing the monthly / annual balancing, reconciliation and costing of the time recording system and all pay and rewards, and transfer of payments to employees and external / statutory bodies
· Producing accurate and robust monthly / annual returns for the Councils non-teaching and teaching payrolls, and multiple third party payrolls provided under traded service arrangements
· Managing effective relationships with HMRC account managers and pension scheme providers (LGPS, NHS, TPS, AVC providers), to ensure that the interface between those organisations and the Council is efficient and effective
· Interpret and advise on pay and pensions legislation, codes of practice, Council policy, and the implications of terms and conditions for employees and managers across all professions and operational areas
· Undertake any other duties and responsibilities, which are commensurate with the grade of the job

	About You


For this role, it is essential that you hold a recognised payroll qualification, or equivalent evidence of appropriate level of skills, payroll and HR knowledge and ability as well as Evidence of Continuous Professional Development in relevant discipline(s).
	
In addition you will have:

· Significant relevant experience in a payroll post, working in a customer focused environment advising on pay and pension transactions, policy, procedure, law and best practice, and dealing with advanced or complex issues
· Experience of managing staff as well as the ability to coach, mentor and deliver high performance
· Highly developed teamwork skills, with the ability to work as a partner, developing collaborative pay / HR solutions to meet business need
· Practical experience of payroll administration during organisational change e.g. TUPE, restructuring, redundancy exercises with the ability to solve complex problems through analytical and structured thought processes
· Experience collaborating with trade unions, managers, and leaders within governance frameworks, building effective operational and strategic relationships, and negotiating and influencing while maintaining credibility
· Experience in budget management, developing service level agreements, cost recovery for traded services, and handling appeals processes, including early conciliation and Employment Tribunal procedures
· In-depth knowledge of payroll legislation, HMRC regulations, and regulatory frameworks for payroll management, pension administration, and statutory returns as well as Change/Project Management methodology and processes
· Experience of advising senior stakeholders on a broad range of pay and pension related issues and the ability to write and deliver clear and concise reports, presentations, and management information (formal and informal)
· Experience in policy development and review, applying diversity guidance and regulations, and understanding strategic business planning and the role of HR within it as well as the main features of HR systems, and how full use can aid operational effectiveness
· Knowledge of good customer service standards and an understanding of how to engineer service delivery to meet them
· Highly developed interpersonal, communication and organisation skills with the ability to articulate complex information and prioritise systematically to meet tight deadlines, whilst demonstrating personal and professional resilience
· Politically astute, with high levels of self-awareness and the ability to work as part of a senior management team

As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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