
 

 
Job title: Payroll Manager Level: 4.1 

Function: People  Type of role: Permanent 

Reporting  to: Head of Payroll Location: Flexible  

About the Role: 

The role of the Payroll Manager is to manage payroll end to end process and to support and 
provide expertise. You’ll work to ensure our payroll expenses and taxes are paid correctly and on 
time, ensuring our payroll procedures are compliant, efficient and current. 

Key Responsibilities: 

• Supports in the management and development of the payroll team 

• Manages payroll workload to meet operational requirements 

• Ensures payroll is processed in an accurate, compliant and timely manner 

• Directs the preparation of payroll related documents 

• Administers benefit plans 

• Oversees compliance with statutory reporting and filing requirements 

• Compiles data from payroll sources 

• Prepares relevant weekly, monthly, quarterly and supports on year-end reports 

• Monitors the accurate processing of staff appointments, transfers, promotions and terminations 

• Prepares and review payroll account reconciliations 

• Maintains accurate account balances 

• Reviews and improves payroll policies and procedures 

• Oversees the maintenance of current employee data systems 

• Ensures all payroll information and records are maintained in accordance with statutory 
requirements 

• Supports all internal and external audits related to payroll 

• Processes payroll checks for executive team 

• Interprets new legislation impacting payroll 

• Resolves issues relating to payroll production 

• Completion of gross to net payroll calculations in support of debt recovery 

• Completion of National Statistics Surveys 

• Management of payroll project activity  

Experience, Knowledge, Capabilities and Qualifications 

Experience Capabilities (skills/behaviours) 

 

• Proficiency in relevant payroll and accounting 
software 

• Solid financial acumen 

• Experience in payroll administration  

• Strong leadership/ management experience  

• Passion for people 

• Proactive attitude 

• Strong written communication skills 

• Attention to detail and accuracy 

• Able to prioritise your workload effectively 
and work well as part of a team 

Role Profile 



 

 • analytical and methodical  

• Planning and organising 

• Scheduling and monitoring 

• Strong communication skills 

• Problem analysis and problem-solving skills 

• Delegation 

• ‘Engage and enable’ leadership 

Knowledge Qualifications 

• Deep knowledge of payroll regulations 

• Knowledge of accounting principles and 
practices 

• In-depth knowledge and experience of payroll 
calculation and processing 

• Knowledge of applicable legislation 

• Certified Payroll Professional qualification 

• Bachelor's degree or equivalent experience 
 

Other information  

• Requirement for travel/cross-business visibility/smarter working                      

• Emotional intelligence and resilience 

• Integrity  

• Flexibility  

• Ambiguity tolerance  

• Ability to work at pace  

• Growth mindset  

• Continuous improvement mindset  

• Learning agility and curiosity  

• Commercial acumen 

• Tenacity and drive  

Leadership Behaviours   



 

 
 

 
 

 


