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POST    HR and Payroll Advisor 
 
RESPONSIBLE TO:  Head of Human Resources 
 
OBJECTIVE: The HR and Payroll Business Advisor will be responsible for the provision of 

comprehensive Human Resource Management and Payroll administration, 
systems and working with all colleagues within the High School of Dundee. 

 
SALARY SCALE  £23,750 - £25,406 
  
 
Key Duties and Responsibilities:  
 
The key duties and responsibilities of the role are set out below.  This list is not intended to be exhaustive and 
may be reviewed from time to time in line with the colleagues and departments objectives. 
 
Payroll 
 
Responsible for both the monthly salaries and the fortnightly wages using the business Payroll systems. 
 

1. Input all authorised timesheets, overtime hours worked, adjust for absences etc. 
2. Maintain log and records of all adjustments to pay and obtain appropriate authority for any 

changes. 
3. Maintain records of pay rates, working hours, and holiday entitlement for all staff and terms 

relating to additional hours and overtime. 
4. Maintain files of time sheets for all supply staff and ensure appropriate approval has been 

obtained for the use of such staff. 
5. Process taxable travel claims for colleagues where applicable. 
6. Reconcile all PAYE, NIC, and Pension deductions to the nominal ledger controls. 
7. Prepare P45’s for colleagues leaving employment. 
8. Prepare payroll journal for posting into Finance/Accountancy software. 
9. Prepare payment lists ready for banking run authorisation. This will include the payroll, PAYE, NIC, 

Pension contributions, AVC’s, wage arrestment’s, childcare vouchers, and other deductions made 
from staff pay. 

10. Prepare returns for submission to HMRC and reconcile to school records. 
11. Assist with the preparation of the annual pension returns and reconcile to payroll records. 
12. Prepare, apply and then submit the annual deduction from teaching staff of the GTC annual 

subscription. 
13. Record all authorised and unauthorised absences within the HR system 

 
Recruitment  
 

14. Work with the Head of HR and Heads of Departments (whole School) to create job descriptions, 
person specifications and vacancy advertisements as required.  Place adverts in selected 
publications and online job sites and liaise with recruitment agencies as necessary. 

15. Receive and review applications as part of the selection process with the recruiting manager 
16. Maintain good communication with candidates throughout recruitment process. 
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17. Organise interviews and ensure that the selection process runs smoothly including tours of the 
school and candidate assessments.   

18. Attend selected interviews as the HR representative. 
19. Request standard character and employee references for successful candidates, ensuring that 

candidates pass Protection Vulnerable Groups (PVG) checks. 
20. Prepare and issue offer and offer of employment and contract packs to new staff and likewise, for 

the amendment of terms to existing staff. 
21. Record and track recruitment, PVG and Starters/Leavers/Changes from recruitment onwards. 

 
Systems and Record Keeping 
 

22. Develop and maintain the business new HR Database system.  Ensure the accurate transfer of 
information from obsolete systems. 

23. Produce proactive reports to assist the business recognition and decision-making processes (e.g. 
length of service, absence, recruitment, staff details). 

24. Ensure personnel files and electronic staff files are maintained.   
25. Monitor colleagues Attendance Management. 
 

Policies 
 

26. Review, create and maintain current and future School policies and procedures ensuring that the 
High School aims to achieve best practice, always ensure that School policies and procedures 
comply with current and future legislation. 

27. Coordinate the issue and acknowledgement of policy amends and the implementation of new 
policies. 

 
General Administration 
 

28. Photocopying, filing, archiving and the safe disposal of confidential waste as required. 
29. Deal with incoming emails to the HR inbox. 
30. Assist the Head of HR in ensuring that all online and paper copies of policies and Conditions of 

Service are updated, and a hard copy stock is maintained. 
31. Digitalise recruitment documents, such as Contracts, Condition of Service, Staff Engagement Form, 

and Starter Checklist. 
32. Attend and provide support at formal and informal meetings as required, this may include minute 

taking and distribution. 
33. Provide administrative support on a wide range of HR processes and procedures including but not 

limited to probationary periods, occupational health, maternity, job evaluation, support staff 
review, employee benefits, pre-retirement courses, census, absence and disciplinary and 
grievance. 

34. Respond to general queries to the HR department and act as the point of contact in the absence of 
the Head of HR. 

35. Liaise with the Deputy Head and appropriate Heads of Department regarding student placement 
PVG checks. 

 
Other 
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36. Demonstrate a commitment to Continuous Professional Development. 
37. Liaise with external agencies and organisations as required such as Disclosure Scotland, 

Occupational Health and referees from external organisations. 
38. Provide administrative and research support to the Head of HR on projects and the development 

of new processes such as staff induction for example. 
39. Assist the Head of HR with the development of processes to streamline administration (by using, 

developing and enhancing HR systems). 
 
Confidentiality and Discretion 
 

40. The post demands total confidentiality and discretion. The security of confidential information is 
paramount. HR and Payroll Colleagues are responsible for ensuring all records under their 
supervision are kept secure. No information relating to an employee should be passed to any 
other member of staff or third party without written permission of the colleague or a member of 
the Board.  Emergency contact information can be provided in appropriate circumstances.  

 

 

 

 

 


