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Job title		Payroll Administrator

[bookmark: _Hlk146120054]Salary		SCVO Grade 4 (£30,845 to £34,272)

Location	This post can be based in Edinburgh, Glasgow or Inverness.  SCVO staff can work a blend of office and home on agreement with their team and line manager, and within the parameters of our blended working policy.  

1 Introduction and background

SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Our values are the foundation of how we act individually and collectively as SCVO staff members.  We are:
· Accountable and committed
· Responsive
· Supportive
· Progressive
· Bold

Equity, diversity, and inclusion at SCVO

SCVO wishes to increase the diversity of its staff and welcomes applicants from all communities, particularly from people with disabilities and people from black, Asian and minority ethnic communities, currently under-represented within SCVO.  
 
SCVO offers blended and flexible working from day one of employment, including part-time working or job sharing as well as other flexible working options. If you would like a copy of SCVO’s equality, diversity and inclusion policy, please contact hr@scvo.org.uk. 





2	Job purpose

To provide reliable, high quality and flexible administration of payroll services and contribute to implementing improvements, in order to generate income for SCVO, and promote a confident and sustainable voluntary sector in Scotland. Work as part of a payroll team to ensure that payrolls are processed accurately and paid on time.

3 Values, skills, experience, and knowledge
 
The post holder will be expected to demonstrate the following range of skills and experience on a regular basis:

Essential
· Two years recent experience of end to end payroll function 
including: 
· Knowledge on legislative requirements on all aspects of payroll processing. (eg RTI, PAYE, pension auto-enrolment, statutory pay legislation, year end procedures)
· Excellent attention to detail, with both numeracy and data input.
· Excellent customer service skills, as well as oral and written communication skills.
· Knowledge and understanding of key SCVO products, services and processes 
· Ability to cope under pressure and adhere to strict deadlines.
· Ability to work under strict confidentiality
· Ability to demonstrate a team-based approach whilst also being able to work autonomously
· Good keyboard skills
· Ability to work within SCVO’s values and Service Charter

Desirable

· Experience of working in or an understanding of the Scottish voluntary sector 
· Experience working in a payroll bureau environment, processing multiple payrolls.




4 Key accountabilities

· Preparation of end to end payroll submissions (including starters/leavers, change of contracts, arrears calculations, Pension auto-enrolment, statutory payment calculations) for 400+ client organisations to ensure they are processed accurately and paid on time.
· Provide clients with required payslips, reports and guidance, ensuring legislative guidance is adhered to.
· Plan the payroll schedule with allocated payroll clients, including agreeing suitable and realistic deadlines. 
· Maintain customer service and liaise with client contacts to ensure smooth process and address any issues with their payroll submission
· Assist with the sending and checking procedures of HMRC RTI submissions
· Uploading and maintaining employee information on the online payslip portal.
· Ensure Salesforce and client data is accurate and up to date 
· Work collaboratively across SCVO departments to ensure continuity of service, champion the principles of service design and co-create improved services
· Work autonomously and initiate own activity to deliver team workplan and organisational objectives. for all. 

5 Other duties

Any other general duties as may be required by the line manager.

6 Location and accountability

[bookmark: _Hlk144293696]SCVO has a Blended Working policy.  All staff have an assigned office base and can work a blend of office and home on agreement with their team and line manager, and within our Blended Working parameters.  See our Blended Working Policy for more information.  

We have office bases in Edinburgh, Glasgow and Inverness.  

The post holder reports to Lorraine Dick, Payroll Manager.

7 How to apply

Please e-mail your application to recruitment@scvo.scot by 12 noon on the closing date.  

Closing date: Wednesday 11th October 2023
 
Interviews: Thursday 26th October 2023	



	
8	Terms and conditions

SCVO’s salary scale has six increments.  Appointments are made on the 1st increment.  Staff move up an increment on an annual basis (unless you are involved in formal disciplinary or performance management proceedings).
10  Major terms and conditions
	
A full package of Terms and Conditions is available.  Key features include:

Salary: 				SCVO Grade 4 (£30,845 to £34,272) 
					(appointments are made on the 1st increment)
 
Annual leave: 			28 days plus 6 public holidays (pro rata)

Pension:		SCVO offers a Defined Contribution Pension Scheme 
to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary exchange option is available.

Probationary period: 		6 months

Hours: 		35 hours per week
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