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JOB DESCRIPTION
Job title:

Payroll Apprentice
Grade:


A

Service:
HR
Responsible to:
Head of Payroll & Pensions  
Responsible for:
N/A 
Liaison with:
Staff within UEL schools, colleges and services, and external suppliers
Never Not Moving Forward

Build your career, follow your passion, be inspired by our environment of success.

#BeTheChange

The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and forward-thinking vision is making a positive and significant impact to the communities we serve, inspiring both our staff and students to reach their full potential.

Born in 1898 to serve the skills needs of the 2nd industrial revolution, the University of East London has commenced Year 4 of its transformational 10-year Vision 2028 strategic plan led by our Vice-Chancellor & President, Professor Amanda Broderick, to advance Industry 4.0 careers-1st education. We have a clear route-map to provide a springboard for the jobs and opportunities of the future; drive diversity in the 4.0 talent pipeline - working in partnership to promote talent wherever it is found; and to create an inclusive and sustainable, green future.

We are looking for forward-thinking, innovative, curious, high-energy, self-aware people who are passionate about making a positive difference and who will thrive in an inclusive and diverse University community who are never not moving forwards.

As one of the most socially inclusive and international Universities and comprising one of the most diverse staff populations in the UK (50% of our professoriate identify from black or minority ethnic backgrounds), we are hugely proud of our track record in reducing inequalities (ranked 1st in the UK & 2nd globally, Times Higher Education Global Impact Rankings, 2020) and our commitment to equality, diversity and inclusion is at the heart of Vision 2028.

We are building an environment of success where colleagues are supported to achieve, and our community can flourish and thrive. We are an accredited Investors in People Award Institution and have achieved the Investors in People Health and Wellbeing Award. With Athena Swan Awards and being one of a small number of Universities to have achieved the Race Equality Charter Award, we continue on our journey to address and reduce barriers to opportunity.

So, if you are looking to build your career in a dynamic, inclusive and performance-focused team and are inspired by our environment and drive for success, we want you to apply to join the University of East London. We are looking for inspirational individuals who have a passion to make a positive difference to people and planet, creating a more sustainable future for everyone.
JOB PURPOSE:

The main purpose is to assist with the efficient operation of the payroll function and to assist in improving the services of the Section.
MAIN DUTIES AND RESPONSIBILITIES 

Although the list is not exhaustive the Payroll Administrator will be expected to

· Work as part of a small team inputting Payroll data to the HR database ( iTrent ) to ensure that all members of staff are paid accurately and on time.
· Assist with the net pay checking procedures following input of payroll information to iTrent and prior to final pay run.
· Provide reporting and generalist Payroll administrative support to the team.
· Work with Finance colleagues, School Managers and other administrators answering payroll and pension related queries. 
· Liaise with our pension providers to ensure pension details and returns are accurate and submitted on time.
· Assist with the preparation of year end procedures such as Teachers Pension Return, Local Government Pension Scheme Return etc.
· Support the Head of Payroll & Pensions with the regular review of any relevant policies and procedures as required
· Monitor and update the Payroll intranet page on a regular basis.
· Perform other duties commensurate with the grade of the post.

· Undertake the duties in accordance with UEL’s equality and diversity policies.

About the Apprenticeship:
As part of this role, you will complete an 18-month level 3 payroll apprenticeship. The apprenticeship will take place online and consist of weekly webinars to be completed alongside work duties with agreed study hours per week. You will learn several transferable skills and cover topics necessary to know for your job role and for completion of an end point assessment. Throughout the course, you will be supported to keep on track with work and will have staff available to answer any questions or queries you may have. 

This provides an excellent way to improve payroll knowledge and skills.   
PERSON SPECIFICATION
KNOWLEDGE AND EXPERIENCE
Essential Criteria:
· Able to demonstrate competency with MS Office applications such as Word and Excel (T)
Desirable Criteria:
· Previous relevant experience of working within a team in an office environment (A)
VERBAL & WRITTEN 

Essential Criteria:
· Ability to construct and convey clear, concise communications to high professional standards and create a positive impression via face-to-face, telephone, e-mail, and other forms of written and verbal communication (I/T)
SERVICE DELIVERY
Desirable Criteria:
· Experience of delivering a high standard of service to members of a team and other stakeholders, with the use of feedback to identify where improvements to practice can be made (A/I)
PLANNING & ORGANISING
Essential Criteria:
· Experience of using own initiative to solve problems (A/I)
· Experience of working collaboratively in a team and suggesting improvements to processes (A/I)  
Desirable Criteria:
· Experience of planning, prioritising and organising own workload (A/I)
Other Essential Requirements
· Commitment to and understanding of equal opportunities issues in a diverse and multicultural environment (A)
Criteria tested by Key: 
A = Application form



I = Interview

T = Test
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