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	Role title:
	Payroll Specialist
	Responsible to:
	Reward and Benefits Lead

	Division:
	People
	Department:
	Reward and Recognition

	Direct Reports and Level:
	no direct reports 


	Scope:
	Payroll and pensions across UK and International

	
	
	Scale:
	N/A People
N/A Budget
N/A income

	
	
	Regulated Function(s) Held:
	No

	Evaluation Level
	Implement 2
	Role Family
	Group Corporate Services



	
Overall Role Purpose

	As a member of the People Division, the Payroll Specialist will provide an efficient and effective payroll across all jurisdictions to all colleagues across MPS globally, in a way which is compliant with in-country employment and tax legislation and reflects best practice within the relevant jurisdiction. 



	
Accountabilities (RACI)
	
Measures of Success/KPI’s


	Operational 
· Manage the provision of a high- quality payroll service to all MPS colleagues through the production of monthly payrolls in accordance with MPS policy and external legislation.
· Manage the planning and delivery of each payroll cycle ensuring all tasks are completed on time and that all stakeholders have oversight of responsibilities and timings.
· Manage the ‘Payroll Inbox’ to ensure all queries are handled in a timely and efficient manner.
· Responsible for the payment of all 3rd party providers and HMRC monthly, ensuring all legislative deadlines are met.
· Work closely with People Specialists and People Business Partners to ensure payroll related rules and regulations are considered and factored into any business requirements.
· Management and support of assigned People projects affecting MPS wide and roll out other projects/initiatives within MPS ensuring delivery of projects to time, cost and quality and that can demonstrate a return on investment.
· Support the development and delivery of the MPS strategy to plan, cost and quality.
· Manage the ‘Payroll Inbox’ to ensure all queries are handled in a timely and efficient manner.
· Responsible for the payment of all 3rd party providers and HMRC monthly, ensuring all legislative deadlines are met.

	· Delivery of payroll to agreed timescales
· All queries handled within agreed SLA’s
· High engagement with People Team colleagues


	Financial
· Support MPS in meeting its financial objectives through Internal and external financial reporting, budgeting and accurate income and payment processing. 
· Build strong working relationship with Finance Business Partners to improve financial control.
· Ensure all payroll and agreed accounts are reconciled each month.

	· Operational budget Vs Plan


	Member
· Support a culture and capability in Lean / continuous improvement optimising self-serve and automated tasks to drive operational efficiency, process improvement and great colleague experiences.
· Lead engagement and education to colleagues in relation to payroll related requirements and timings, such as legislation changes/impacts and how changes may impact pay.

	· Net promoter score


	People
· Take accountability for own CPD, training, competence, performance and engagement of self and colleagues, ensuring clarity on own accountabilities and comply with all law, governance, policy standards and processes.
· Provide all colleagues with access to the required guidance and training (where applicable) to enable an effective payroll delivery service.
· Work with key stakeholders to ensure high levels of engagement through processes, systems and strategic planning.
	· Compliance with Training and Competence Schemes
· Delivery of Personal Development Plan to plan
· One to one / performance review meetings Vs Plan	

	Risk
· Keep abreast of evolving global payroll legislation and best practice, guiding relevant stakeholders and ensuring process and procedure is in accordance with legal requirements
· Ensure appropriate business processes and controls are in place to manage payroll delivery within risk appetite; comply with policies and regulatory requirements within the Risk Policy Framework.
· Complying with applicable professional ethical guidance and all relevant internal rules, policy and procedure’s, including those relating to health and safety, data protection, IT security and all those contained within the issued staff handbook. 
	· Risk & Control Self- Assessment
· Audit Actions
· Compliance with the Risk Policy Framework



	
Responsibilities (RACI)

	Undertake other duties and tasks that from time to time may be allocated to the role holder that are appropriate to the level or role.



	
Key Governance Responsibilities

	N/A



	
Leadership Framework Competencies
	
Level

	Fresh Thinking
	Leading Self

	Building Capability in Self and Others
	Leading Self

	Influencing Others
	Leading Self

	Collaborating for Results
	Leading Self

	Leading Self and Others
	Leading Self

	Commercial and Risk Thinking 
	Leading Others





	
	Knowledge and Qualifications
	Skills
	Experience

	Essential
	· Comprehensive knowledge of all relevant Government legislation such as PAYE, NI, SSP, SMP and employment law.
	· Excellent knowledge of MS applications, including Excel.
· Able to provide a pragmatic approach to problem solving and work autonomously to ensure effective payroll service delivery
· Prioritisation and time management to deliver to SLAs
	· Previous payroll experience in organisation of at least 1000 colleagues and includes at least one international geography outside the UK

	Desirable
	· Knowledge of International payroll and pension provision.
· IPP Diploma in Payroll Management or similar qualification (or equivalent)
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