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POST:    Payroll Administrator  

 

RESPONSIBLE TO:  The Financial Controller  

 

OBJECTIVE: Operation of the monthly and fortnightly payrolls. Provision of administrative 

support to the HR Manager. 

 

  

JOB DESCRIPTION: 

 

1. Payroll 

 

Responsible for both the monthly salaries and the fortnightly wages using Sage Payroll: 

 

1. Setting up new staff details on payroll. 

2. Input all authorised timecards, overtime hours worked, adjust for absences etc. 

3. Maintain log and records of all adjustments to pay and obtain appropriate authority for any changes. 

4. Maintain records of pay rates, working hours, and holiday entitlement for all staff and terms relating to 

additional hours and overtime. 

5. Maintain files of time sheets for all supply staff and ensure appropriate approval has been obtained for the 

use of such staff. 

6. Obtain details from the Music department of visiting music instructors’ teaching provision for the session 

and calculate the appropriate monthly pay.  At the end of session, re-assess actual hours worked by the 

instructor and additional payment that is required. 

7. Maintain, and periodically review for accuracy, staff details on the payroll system. 

8. Process taxable travel claims for peripatetic music tutors and other members of staff when applicable. 

9. Run payroll and print all reports and payslips in good time prior to the pay date. 

10. Reconcile all PAYE, NIC, and Pension deductions to the nominal ledger controls. 

11. Prepare P45’s when staff leave employment. 

12. Distribute all payslips and file all reports. 

13. Prepare payroll journal for posting into accountancy software. 

14. Prepare statutory filings to HMRC and reconcile to school records. 

15. Prepare, apply and then submit the annual deduction from teaching staff of the GTCS annual subscription. 

16. Annual salary uplift calculations for all staff. 

17. Prepare calculations and administer salary sacrifice arrangements (e.g. Childcare vouchers/Cycle to Work). 

18. Assist staff with payroll queries. 

19. Provide reports as required (e.g. financial, absence etc). 

20. Prepare calculations to complete the Gender Pay Gap reporting obligations. 

21. P11D completion and submission. 
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22. Complete holiday pay (re; overtime) calculations at the appropriate agreed times throughout the year. 

23. Record all absences on staff records.  Keep HR Manager informed of frequent or longer-term absences and 

flag up with HR Manager any queries in relation to consistency with policy on pay for non-sickness absences. 

24. Assist with any other school returns as appropriate (e.g. Census)  

25. Assist with Year End external audit and any other external inspections/audits. 

 

Pension 

 

26 Responsibility for the compliance of all staff auto-enrolment procedures and administration. 

27 Liaise with external pension providers and staff on pension matters as appropriate. 

28 Communication with pension providers and staff as appropriate. 

29. Ensure correct level of deductions for teachers’ pensions is applied. 

30. Prepare and submit monthly pension reports. 

31. Preparation of the annual pension returns starters and leavers and reconcile to payroll records. 

 

2. HR and Payroll 

 

32. Liaise with the HR Manager on starters, leavers, changes and absences. 

33. Assist HR with the issue of notifications in respect of bulk salary changes for all staff. 

34. Provide general administrative assistance to HR including the preparation of HR/payroll related letters. 

35. Assist HR with maternity leave/holiday calculations. 

 

3. CPD 

 

36. Attend relevant CPD events and annual Scottish Teachers’ Pension Scheme Seminar as appropriate.  

 

4. Finance Team Support 

 

37. Provide assistance to other members of the Finance Office staff as may be necessary from time to time as 

the workload dictates and as directed by the Financial Controller. 

 

5. Confidentiality and Discretion 

 

The post demands total confidentiality and discretion. The security of confidential information is paramount. The 

Payroll Administrator is responsible for ensuring all records under their supervision are kept secure at all times. 

No information relating to an employee should be passed to any other member of staff or third party with the 

only exception of a) the Rector, b) the Bursar and c) The HR Manager. Emergency contact information can be 

provided in appropriate circumstances. Where it is necessary for a member of the Senior Leadership Team to 

contact a member of staff for work related purposes the address and telephone number may be provided. In any 

other situation the enquiry should be passed to one of the three individuals above.   
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PERSON SPECIFICATION 

 

Qualifications 
 
1. It is essential that the ideal candidate should be educated to at least Scottish Higher Grade or equivalent 

level including passes in Mathematics and English.   
 

 Skills and experience 
 

2. Excellent interpersonal and customer service skills are essential. 
3. Previous experience in operating all aspects of payroll is essential, preferably with a similar sized payroll or 

greater. 
4. Experience using payroll software is essential and a working knowledge of Sage Payroll highly desirable. 
5. Excellent organisational skills essential. 
6. Experience of Microsoft Office (particularly Excel) essential. 
 
Personal 
 
7. The ideal candidate must be reliable, flexible and exercise the utmost discretion in all aspects of the role.  

Confidentiality is essential. 
8. Close attention to detail and accuracy is vital. 
9. An approachable personality with an ability to liaise with a wide range of people. 
10. An enquiring mind and use of initiative is desirable to minimise the likelihood of errors. 
11. Ability to keep calm under pressure and work unsupervised but equally the ability to use initiative during 

quieter periods. 
12. Prior experience of working in a School environment would be helpful but not essential. 

 
 
 

 


