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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 
To deliver payroll processes to internal and external payees within pre-determined deadlines, ensuring that all payments meet statutory requirements, key audit controls, and the terms of Service Level Agreements. 
Assist in the reconciliation of the gross to net calculation for all payrolls. 
Provide technical input and support on all aspects of pension administration for relevant schemes (LGPS, TPS, NHS).






	More specific responsibilities include:
Providing comprehensive advice and guidance to employees, managers, schools, and SLA clients on all aspects of the Council’s payroll policies and procedures.
Provide comprehensive advice and guidance to employees, managers, schools, and SLA clients on all aspects of relevant pension schemes (LGPS, TPS, NHS), including scheme membership, eligibility criteria, auto-enrolment, scheme benefits, and contribution rates.
Ensure employee pay is calculated and paid correctly, within prescribed policy and procedure, meeting legislative requirements and all statutory regulations. This includes pay variations, deductions, overpayments and recoveries, maternity, paternity, occupational/statutory sick pay, cheque preparation, P45, and leave adjustments.
Process contractual documentation for amendments and changes to existing posts (leavers and variations), within the scope of legislation, HMRC guidance, pension regulations, and Council policy.
Advise managers, head teachers, and employees on terms and conditions of service for employees (NJC local government, JNC Chief Officer, NHS, School Teachers), grading systems, differing pay and pension regimes, ensuring consistent application across the Council and schools.
Prepare, calculate, and maintain pay and allowances for all external payees, including variations to pay, deductions and recoveries, cheque preparation, distribution of payslips and P45s, in line with Service Level Agreements (SLA) and multiple deadlines, ensuring payees receive monthly salaries.
Analyse reports produced for all payrolls following the gross-to-net calculation, acting upon and reconciling discrepancies prior to final calculation. Prepare costing and cheque reconciliation reports to record payment of monies collected from employees to statutory agencies, pension providers, etc., completing all tasks to ensure employee records are accurate and financial liability on the Council is minimised.
Support production of monthly payroll reconciliation reports, investigating and correcting anomalies to enable accurate completion of statutory and other returns. Review monthly reconciliation processes to develop reports providing information required to meet internal and external audit controls, utilising the functionality of all computerised systems.
Using various statistical reporting and analysis tools, support the completion of all statutory returns (annual and monthly), ensuring the Council meets all legislative, statutory, and pension scheme obligations.
Support the preparation of pension scheme benefit and redundancy payment estimates, providing accurate and relevant information within agreed timescales to enable employees and the Council to make informed decisions on compulsory or voluntary severance.
Support the reconciliation of pension information for schools that use external HR/pay providers, following up anomalies and taking corrective action to facilitate accurate reporting and returns.
Work on projects with other teams or departments as required.
Carry out system testing of new enhancements to the computerised HR/Pay system and produce guidance for both internal and external users, enabling the Division to provide an effective and efficient service.
Undertake any other duties and responsibilities as may be assigned from time to time, commensurate with the grade of the job.





	About You 
You will have  a recognised BTEC Level 3 Advanced Certificate in Payroll Techniques / Payroll Procedures qualification, or equivalent evidence of appropriate level of skills, HR / payroll knowledge and ability 


	
In addition you will have:
Experience working in a HR / Payroll service environment. 
Work experience  of a technical administrative nature in an office environment, dealing with members of the public, managers, employees, and external agencies. 
Experience working with electronic document management systems (paperless office environment) 
Experience working with integrated HR/payroll software systems 
Experience of organising and managing own workload to meet deadlines. 
Experience of working in a customer focused operation, delivering high levels of customer service. 
Knowledge of payroll and HR processes in a multi-function organisation. 
Knowledge of key features of payroll and pensions administration, including reconciliation of gross to net calculation 
Up to date working knowledge of employment legislation, applicable to processing of pay and administration of pension scheme membership, including auto-enrolment 
Up to date working knowledge of employment practice in schools 
Knowledge of Local Government and / or Teachers, and / or NHS terms and conditions of employment 
Knowledge public sector pension schemes. 
Knowledge of payroll calculation protocols, enabling identification and rectification of discrepancies 
Team focused with the ability to work collaboratively with colleagues and managers to deliver team objectives 
Ability to carry out work in a logical sequence and operate a variety of administrative systems and processes 
Ability to demonstrate initiative and to work independently 
Ability to organise workload, managing own time, prioritising conflicting tasks and working to tight deadlines. 
Established interpersonal and communication skills (both verbal and written). 
Numerate and literate with ability to draft effective letters and reports 
ICT skills, particularly accurate data input, investigation, manipulation and retrieval of data 
Ability to use Microsoft Office, web-based systems, and reporting software

Capable of travelling to other locations as required by the job role (service departments / schools) 

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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