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	Role title
	Payroll Administrator 
	Full or Part Time
	Full Time

	Reports to
	Payroll Manager
	Direct Reports
	None

	About Westerleigh Group

	Westerleigh Group cares for over 50,000 funerals every year.  With over 450 employees across multiple sites in the UK Westerleigh Group is the largest independent operator in the UK.  Also included in the group are: Distinct Cremations (our specialist provider of direct cremation services); and AK Landers (our memorial and masonry business).   
Each funeral is an incredibly important one-off event for the bereaved and we make a difference to all those people who we interact with. All parts of the Westerleigh team contribute to this, from colleagues working closely with families, our grounds teams providing beautiful settings, colleagues at AK Lander making high quality memorials, the Development team constructing new sites and HR and Finance functions providing support to all colleagues.
Our Vision
· We provide exceptional care in a beautiful setting, so that families and friends can remember, mourn and celebrate the lives of their loved ones in a way that is uniquely personal.
We have big ambitions; to grow and invest in our sites, maintain our vision, further develop our loyal and committed workforce and to provide best in class facilities for our customers.

	Role purpose

	
The purpose for this role is to support the Payroll Manager in providing an effective and efficient payroll service, ensuring the accurate and timely monthly payment of employees and reporting for the business. 
Our Payroll Administrator will require an in-depth working knowledge of payroll and pension legislation and contribute to the co-operative working across operational sites and departments.


	Responsibilities / Accountabilities

	
This position will be responsible for:

· End to End Payroll processing across 9 Payroll Companies including:
· Time & attendance system, checking and administration
· Process all new starters, leavers, absence, statutory leave and pay
· HMRC reporting
· Pension administration
· Variance reporting on finalised payroll
· Provide advice and guidance to Employees and Managers
· Monitor the Payroll Mailbox resolving queries and issues, escalating where required 
· Liaising with HR on Payroll Queries 
· Assisting the Payroll Manager with:
· Month End processing and reporting
· P11D reporting and submission
· PSA reporting and submission
· Year End reporting and submission
· Ad hoc projects/analysis as and when required


	Experience/Knowledge/Skills

	Essential
	Desirable

	
· Good technical knowledge of payroll and payroll systems
· Computer literate with excellent knowledge of Microsoft Office, specifically excel
· A self-starter with a ‘can do’ and flexible attitude
· Strong ability to pay attention to detail and perform tasks accurately
· Can work under pressure and strict deadlines
· Team player
· Excellent communication skills, both verbal and written 
· Good time management and organisational skills
· Effective communication and interpersonal skills with proactive approach to problem solving
· Knowledge of statutory and legislative regulations






	
· 3 Years + Payroll Administrator Experience 
· Cascade Payroll System Experience 
· Multi-Payroll experience 
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