
 

                                                                                                                                                                                                                                       

 

Payroll Assistant   
 

Location: Stratford  

Dept: HR   

Salary: £28,000 per annum pro rata  

Reports to: Payroll Manager  

 

 
 
 
 
 

 

 

This is an administrative role within HR function 

supporting the payroll process. The payroll assistant is 

the first point of contact for all payroll queries. 

 

 

Key Responsibilities: 

1. Processing the payroll from start to finish in-

house with the  company payroll system  

2. Providing accurate data for RTI submissions to 

HMRC 

3. Maintaining and updating staff data 

4. Updating the employees data in order for 

regular automatic enrolment to occur into the 

company’s pension scheme 

5. Assist with third party supplies  and payments 

 

Main Reference & Relations  

Define main relations to succeed in the role 
1. Payroll Manager 
2. Finance Team 
3. Contract Managers/ Line Managers 
4. Finance Director 
5. Human Resources 
6. Recruitment Team 

Refers to : Payroll Manager 
 
 
Primary Tasks  
 
Define the specific primary tasks to do 

1. Data entry into the payroll 
2. Process starters , leavers and changes 
3. Process absence 
4. Mantaining and updating staff data 

5. Processing and managing payroll runs on an 
accurate and timely basis and in accordance with 
legal and tax regulations 

6. Liaising with operations department to ensure 
appropriate deductions are made as per instructed 

7. Liaising with the Finance Department 
8. General administration of payroll relates letter 
9. Any other tasks as instructed by the Payroll 

Manager or HR Director 
 
Strategic Projects  
 

1. Ongoing development of the payroll system 
2. Bringing your own knowledge of payroll and helping 

the organisation developing their practices  
3. Helping to implement the new payroll/ HR system 

 
Critical Success Factors  
 
Define what are the most critical factors in order to succeed 
in the role (competence, expertise) 

1. Organised and proactive 
2. Working to deadlines 

 
Performance Indicators  
 
Define the key performance indicators and specific targets in 
the role 

1. Develop company knowledge 
2. Work under own initiative 
3. Work as part of a team 
4. Build on your own knowledge 

 
 
 
 
 
 
 
 
 
 
 
 

 
Competences  
 
Define the most important competences in the role (personal, 
leadership, business, expertise) 

1. To ensure that statutory regulations and 
organisational policies and procedures are 
implemented and adhered to at all times 

2. To continuously develop and update own knowledge 
and skills within the job role and contribute to setting 
own work objectives. 

3. To demonstrate excellent communication and 
interpersonal skills in order to work effectively with 
clients and colleagues at all levels both internally and 
externally.  

4. To plan and organise own workload within tight 
timescales and to set and work to agreed objectives. 

5. To undertake any other duties relevant to the post as 
may be assigned from time to time which are 
consistent with the post. 

6. To be competent with Excel data 
7. Experience of using ADP  

 
 
 
 
 
 


