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 ROLE DESCRIPTION
	Role description:
	Technical Payroll Specialist

	Role profile family:
	Organisational Support

	Role profile number and grade:
	
OS11-0573
	
Grade K

	Number of posts:
	3

	Service/Team:
	Payroll delivery team

	Reports to:
	Payroll Professional Lead



	Job Family overview

	
Organisational support job family overview: 

Delivery of services to support the Council and its partners in longer term; corporate compliance, contracting, planning, performance, policy and strategy.

·  Focus on the business and service infrastructure of the Council and its partners to ensure effective management and proper compliance
· Advice and services rendered will generally be accepted as authoritative and recommended practice
· Specialist area and/or management knowledge
· Understanding area concepts and plans
· Defining implications of external influences and trends
· Shaping of Council responses including service plans/strategies & policies
· Definition & management of strategic planning processes
· Monitoring and reporting of performance




	Service / function Context

	
The Payroll team delivers accurate, timely and compliant payroll and pensions administration services to the council, Wiltshire maintained schools, electoral services, and elected members. The team provides clear advice on payroll and pension matters, maintains secure employee records, and ensures a high‑quality service that meets statutory, contractual and organisational requirements.

The team also supports the council’s traded services offer by delivering reliable, customer‑focused payroll and pensions services to partner organisations, such as multi academy trusts, academies, and a range of external public‑sector organisations, helping to maintain strong professional relationships and a trusted reputation for service quality.

In addition to service delivery, the team plays a central role in improving and strengthening HR&OD systems, processes and data. This includes:

· Meeting corporate governance and assurance requirements, including information management, business continuity and service planning.

· Driving continuous improvement, streamlining processes, enhancing user experience, and strengthening data quality to improve service performance and organisational insight.

Together, these responsibilities ensure payroll operations are efficient, well‑governed and customer‑focused, supporting the wider HR&OD service in delivering a modern, resilient and high‑performing function.




	Job Purpose

	
This is a senior Payroll role, acting as a specialist within the team and providing oversight and guidance to the wider teams as required.

Specific duties and responsibilities include:

· Take the technical lead on major payroll projects, providing guidance and oversight to ensure the quality and timeliness of required outcomes, and supporting systems development and updates.
· Coordinate the implementation of new customers and new payrolls onto the payroll system, maintaining compliance with contract specifications and relevant legislation.
· In consultation with the payroll teams, make decisions to ensure the timely running of the monthly payrolls and ensure that any implications of these decisions are effectively communicated 
· Ensure timely and accurate payroll delivery for internal and external clients by jointly planning and allocating work with the Payroll Delivery Team Lead and coordinating this with operational payroll cycles and deadlines.
· Provide leadership, oversight and guidance to the wider payroll teams, ensuring data discrepancies are addressed, and identifying and supporting training and development needs.
· Role model behaviours that support a responsive and progressive payroll service, encouraging development and seeking opportunities to improve.
· Provide support to the wider payroll team and Oracle ERP users on the most complex issues, arranging training where necessary.
· Support the long term development and delivery of payroll for the Council from both a technical - HR/Payroll systems development and compliance - and legislative / council terms and conditions perspective
· Assess the most complex issues and errors arising from payroll which cannot be addressed in the operational teams and correct or allocate appropriately – this may require identification and coordination of changes to the specification of the payroll system.
· Organise, participate in and document system testing and quality assurance processes, ensuring all testing is recorded clearly and used to support risk based decisions on system upgrades, fixes and data processes.
· Ensure that essential tasks relating to system functionality and configuration are carried out, overseeing the work of others and implementing agreed changes to payroll operations, processes or configuration. This includes identifying, recommending and implementing configuration changes that improve efficiency and eliminate systematic errors and is critical to ensuring accurate payroll delivery and preventing service disruption. Maintain records, processes and data to ensure business continuity and system/role security, ensuring system documentation is kept up-to-date and that users are properly informed of changes.
· Liaise with and coordinate the work of teams across Payroll, ICT, ERP and other services to achieve swift resolution to system issues, providing professional payroll input, evidence and testing of solutions.
· Set standards for data collection, manipulation and reporting to meet the needs of customers, the organisation and statutory returns, producing reports where necessary or ensuring that they are allocated appropriately.
· Provision of information from payroll systems to meet corporate and customer requirements, including statutory reporting for HMRC, Local Government Pension Services and Teachers’ Pensions.
· Facilitate and coordinate access to payroll systems and data for auditors as appropriate.
· Assess recommendations made by payroll teams, finance, customers or auditors for changes to payroll processes, making decisions based on best practice, system or data constraints or the interpretation of legislation.
· Engage in corporate projects and initiatives relevant to payroll, representing the requirements of the payroll service and facilitating the implementation of corporate projects across the payroll teams.
· Maintain up to date knowledge of payroll legislation, HMRC requirements, Local Government and Teachers’ Pension scheme regulations, and council policies, ensuring that payroll configuration and processes are fully compliant and that risks of non-compliance are identified, addressed and prevented.
· Represent the service and the Council internally and at regional and national events on payroll related issues.




	Person Specification

	
In addition to the qualifications, knowledge, and skills required for roles at this level, this role requires:


	
Essential
· Relevant degree level qualification or significant equivalent depth and breadth of knowledge relating to the implementation and maintenance of Oracle ERP (or similar), the operation of payroll, and integration of payroll with finance.
· Excellent knowledge of payroll processes and systems, including Oracle (or similar).
· Excellent knowledge of HR, pensions and payroll practices, including government legislation and HMRC.
· Experience of applying Local Government terms and conditions within a payroll or similar environment.
· Good all round IT skills, including robust and full working knowledge of Excel.
· Extensive recent experience of working in a large payroll provider environment.
· Evidence of identifying and solving payroll related problems through root cause analysis or pre-empting problems by employing appropriate measures and processes.
· Training/coaching skills.

· Customer service skills – telephone, face to face, e‑mail.
· Effective decision making skills.
· Motivating staff and partners to work together effectively and support change.
· High level of written and verbal skills.
· Excellent interpersonal skills and networking capability.
· Ability to deliver results to tight deadlines, manage a heavy workload effectively and work within a busy environment as part of a large team. 
· Ability to support the service vision and act as a role model for expected behaviours.

	
Desirable




















































 Supporting information

	Driving classification

	Occasional driver
A valid UK driving licence is not required.  Occasionally may need to travel to different locations in order to undertake the duties of the role.

Regular Driver
Must hold a valid UK driving licence (with no more than 6 penalty points) and have access to either their own car or a pool car in order to undertake the duties of the role unless other forms of transport are available and viable to perform the role, including public transport. Or a reasonable adjustment has been agreed. 

Required Driver
Must hold a valid UK driving licence (with no more than 3 penalty points) and will drive a vehicle supplied by the Council in order to undertake the duties of the role.

Employees should refer to the Corporate Driving at Work policy for further information.
	
|X|


|_|



|_|





	Political restriction

	This role is politically restricted.  The job holder is not permitted to undertake political activity involving standing for election as a member of parliament, as a member of the Scottish or Welsh Parliaments, or as a local councillor. The job holder is furthermore not permitted to canvass on behalf of a political party or a person who is already, or who seeks to be, a candidate.  In addition, they may not speak to the public or publish any written or artistic work that could give the impression they are advocating support for a political party
	
[bookmark: Check4]|_|

	This role is not politically restricted
	[bookmark: Check5]|X|



	Professional fees and related occupational costs

	As part of this role, or to support professional development, the job holder is required to be a member of a professional body or association. The job holder is responsible for payment of all professional fees, memberships, registrations or subscriptions and no reimbursement or contribution towards these will be provided by the council
	
|_|

	This role does not have any professional or occupational membership requirements 
	|X|



	[bookmark: _Hlk31005378][bookmark: _Hlk61343372]Clearances – Disclosure & Barring Service (DBS)

	This role will be engaged in ‘regulated activity’ providing specific services relating to children or vulnerable adults and is subject to a Disclosure from the Disclosure and Barring Service.

This role is exempt from the Rehabilitation of Offenders Act 1974 and will require an Enhanced DBS check before appointment can be confirmed.

This role is exempt from the Rehabilitation of Offenders Act 1974 and will require a Standard DBS check

The role requires a Basic DBS check to check for convictions and cautions that are considered to be unspent under the terms of the Rehabilitation of Offenders Act 1974.

This role is not subject to a Disclosure from the Disclosure and Barring Service in order to undertake the duties of the role. 
	
|_|

|_|

|_|

|_|

|X|


   
	Clearances – Baseline Personnel Security Standard (BPSS)

	This role requires access to the UK government Public Services Network (PSN) and is subject to a BPSS check
	
This role is not subject to a BPSS check
	|_|

|X|



	Clearances – Non-Police Personnel Vetting (NPPV)

	This role requires working in partnership with the police, and/or having access to Police related systems and is subject to a NPPV check at level 2*. (*regular access to police premises and police information, intelligence and financial or operational assets.  Occasional access to those deemed ‘secret’).

This role requires working in partnership with the police, and/or having access to Police related systems and is subject to a NPPV check at level 3*(*regular unsupervised access to police premises and/or access to police information and/or information systems and/or hard copy material either on police premises or by remote access up to “secret” level. A level 3 includes a check on you, your spouse/partner, co-residents, and all family members).

This role is not subject to a NPPV check
	|_|



|_|



|X|



	Safeguarding

	For all roles within Children’s Services.  Wiltshire Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and all staff are expected to share this commitment. You will be expected to report any concerns relating to the safeguarding of children, young people or vulnerable adults in accordance with agreed procedures. If your own conduct in relation to the safeguarding of children, young people or vulnerable adults gives cause for concern, the council’s agreed child protection/vulnerable adults protection procedures will be followed.

For all roles within Adult Social Services.  Wiltshire Council is committed to safeguarding and promoting the welfare of vulnerable adults and all staff working for the council are expected to share a commitment to this. You will be expected to report any concerns relating to the possible abuse of a vulnerable adult in accordance with the agreed interagency safeguarding adults’ procedures. If your own conduct in relation to the safeguarding of vulnerable adults gives cause for concern, the council’s agreed interagency safeguarding adults’ procedures will be followed, alongside implementation of the council’s disciplinary procedure.   The job holder is accountable for their safeguarding of vulnerable adult responsibilities to their line manager.

For all other roles within the council.  Wiltshire Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and all staff are expected to share this commitment. You will be expected to report any concerns relating to the safeguarding of children, young people or vulnerable adults in accordance with agreed procedures. If your own conduct in relation to the safeguarding of children, young people or vulnerable adults gives cause for concern, the council’s agreed child protection/vulnerable adults protection procedures will be followed.
	
[bookmark: Check6]|_|
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