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About

A pellkDresented, intelli-ent and hi-hly focused individual pho is .een to develoD 
a career in the Dayroll industryz Possessin- a record of deliverin- -reat service, 
achievin- tar-ets, as pell as reco-nibin- and develoDin- oDDortunities, doin- all of 
this philst contriRutin- to the overall Derformance of a teamz Someone pho is aRle 
to por. alone or as Dart of a -rouD, and pho readily understands the imDortance 
of valuaRle customer service and of creatin- a -ood imDression pith Datronsz
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M Process and mana-e Dayroll for emDloyees in g/gAxAPAY re-ions, pith 
a Drimary focus on the UKz 
M gnsure accurate and timely Dayroll Drocessin-, includin- calculation of 
salaries, deductions, and taqesz 
M Address any Dayroll discreDancies and resolve Dayrollkrelated issues 
DromDtlyz 
M Administer emDloyee ReneVts Dro-rams, includin- health insurance, 
retirement Dlans, and other Der.sz 
M Assist emDloyees pith ReneVt injuiries, enrollment, and chan-esz �
M YollaRorate pith eqternal vendors to ensure smooth administration of 
ReneVts Dro-ramsz �
M Stay uDdated on relevant emDloyment laps and re-ulations in 
g/gAxAPAY re-ions, Darticularly in the UKz 
M gnsure Dayroll and ReneVts Drocesses comDly pith le-al rejuirements 
and comDany Doliciesz 
M PreDare and maintain accurate Dayroll and ReneVts reDorts for internal 
and eqternal sta.eholdersz 
M Tdentify oDDortunities for Drocess imDrovements and e&ciency -ains in 
Dayroll and ReneVts administrationz �
M TmDlement Rest Dractices to streamline Dayroll Drocesses and enhance 
the emDloyee eqDeriencez 
M ParticiDate in JN Dro;ects and initiatives as neededz 
M SuDDort to the UK annual ReneVt renepal Drocess and mana-ement of 
our UK ReneVts Dlatform, �
M SuDDort the mana-ement, renepal and develoDment of our various 
international ReneVt and pellkRein- Dro-ramsz �
M Key escalation contact for ReneVt jueries, ensure dayktokday relationk
shiD Retpeen eqternal and internal Dartiesz
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M Processin- and chec.in- of the German, Bel-ian, Spitberland, Nussia, 
Wetherlands, Ttaly, SDain,|rance ( UK Dayrollsz 
M /onthly Dayroll ;ournal uDloads in an accurate and timely mannerz 
M /aintain monthly and juarterly Dayroll accrualsz 
M NesDonsiRility of the monthly uDloads of money movementxWet Dayk
ments 
M gnsure all Dayroll Drocesses are .eDt uD to date and are comDliant pith 
national laps and re-ulationsz 
M Ior. closely pith internal Dartners and JN to ensure Drocessin- accuk
racy and data inte-rityz 
M Tnteraction pith JN across guroDe to -ather all the necessary documenk
tation to comDile an e&cient Dayrollz �
M gnsure accurate and timely Drocessin- of emDloyee chan-es, enterin- 
all Dayroll data as necessary adherin- to sDeciVc timescalesz �
M Tdentify any under or overDayments and ensure these are rectiVed 
ur-entlyz 
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M Ior. closely pith Dayroll vendors to resolve any discreDancies or sysk
tem issuesz 
M Analybe ( mana-e Dayroll outDut for accuracy and to meet le-islative 
rejuirementsz 
M PreDare full suDDortin- data for any Dayroll Dayments rejuiredz 
M Ior. closely pith the eqternal Dayroll Droviderz 
M gmail to sta5 to remind aRout annual medicals, Dension, BUPA, Eental, 
YYw etc 
M /aintainin- online uDdates for starter, leavers and chan-es6 /ana-e 
annual scheme renepal 
M Neconcile monthly invoice pith Dayroll and our internal sDreadsheet 
M Payroll suDDort for chec.in- of inDut 
M Assist pith more comDleq jueries, Yhec.in- the Drekcommit reDorts and 
Dension 
M Yhec.in- pith Dost commit reDorts and Dension 
M Overseexissue of gyecare vouchers6 Nekorder vouchers phen needed 
M /ana-e Life Tnsurance Dolicy, Private /edical Tnsurance, GrouD Tncome 
Protection scheme, Yycle to Ior. scheme, Yhildcare voucher scheme, 
gyecare voucher Dlan
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M Accurate and timely inDut of Dayroll data, throu-hout emDloyee lifecyk
cle 
M Balance all interfaced data Retpeen internal and eqternal systems, 
ensurin- inte-rity of data at all times 
M Production of manual calculations phere rejuired, for eqamDle, overk
Dayments, net to -ross, Dension contriRutions due to statutory aRsence 
etc 
M gnsure DrekDayroll Drocessin- tas.s are comDleted, the Dayrolls are run, 
and the Dost Drocessin- tas.s comDleted, all in a timely, accurate and 
comDliant manner includin- the suRmission and retrieval of Vles toxfrom 
J/NY 
M Process BAYS Dayments for monthly Dayrollsz 
M Process salary advances as and phen neededz 
M SuDDortin- the timely, accurate and comDliant transition of emDloyees 
pho HUPg transfer to or from the Payrollz 
M JelD ensure that all internal and eqternal audit rejuirements are metz 
M Assist JN team pith all Dayrollkrelated jueries, Drovidin- -uidance and 
suDDort on all Dayrollkrelated mattersz 
M gnsure all Dayroll Drocesses are documented and maintained on an 
on-oin- Rasisz 
M KeeD uD to date pith future trends in Payroll and maintain apareness 
of chan-es in Payroll le-islationz 
M Liaisin- pith ReneVt Droviders as rejuired k Yhildcare wouchersxYycle to 
Ior.z 
M Processin- and chec.in- of the German, Bel-ian, Spitberland, Nussia, 
Wetherlands, |rance ( UK Dayrollsz 
M NesDonsiRle for collatin-, validatin-, and or-anibin- the g/gA Dayroll 
data Refore suRmittin- to Dayroll Rureaus 
M NesDonsiRle for DreDarin- relevant country Dayment Vles Der Dayment 
Drocess 'includin- salaries, ReneVts and any taq Dayments �
M YomDlete manual calculations for S/P, SPP, SAP, SJPP ( SSPz 
M AccountaRle for the Dayroll accuracy throu-h chec.in-, validatin-, and 
verifyin- Dayroll transactions, 
M Yhec.in- data has Reen Drocessed correctly Ry the team and the Dayroll 
vendor, resolvin- any correctionsz 
M Assistin- pith all yearkend Drocesses to include P11E Droduction usin- 
P11E softparez 
M gnsurin- emDloyees are informed of monthly cutko5 dates and any 
other 
necessary and relevant Dayroll informationz 
M gnsurin- correct levels of authority have Reen oRtained Drior to salary 
and ReneVts amendmentsz �
M NesDonsiRle for the monthly uDloads of Dension data to the Droviderz 
M Produce and distriRute DaysliDs, P48s, P93s and P11Es, or similar, as 
rejuiredz 
M /onitor Ran. accounts for money received outside of Dayroll and allok
cate and uDdate records accordin-lyz 
M ParticiDate in the deceased sta5 Drocesses, arran-e Dayment of Vnal 
salaries, ensurin- that the Dayroll accounts re)ect actions ta.en and 
addressin- anomalies x issues pith the Dayroll teamz 
M Yonduct re-ular chec.s to ensure the inte-rity of the Dayroll dataRase, 



uDdatin- data as necessary and ensurin- that the Dayroll dataRase is 
por.in- DroDerly and that DroRlems are identiVed to the Senior Payroll 
/ana-er 
M Hestin- nep Dayroll system, Derformin- Darallel runs, mana-e Roth ink
ternal juality assurance testin- and advisin- on user acceDtance testin- 
pith resDonsiRility for the testin- Dlansz 
M gnsure that all trainin- is uD to date for Roth yourself and the Dayroll 
team and Drocesses and Drocedures follop current re-ulationsz 
M Provide day to day suDDort to team memRers, such as contin-ency covk
er for holiday and aRsence6 underta.in- tas.s relatin- to the Drocessin- 
of Dayroll transactions to achieve delivery to the a-reed timescalesz 
M SuDervise and direct Dayroll team in the aRsence of mana-erz
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M Process multikclient Dayrollsz 
M /aintain Dayroll Drocessin- system and records Ry -atherin-, calculatk
in-, and inDuttin- dataz 
M Ansper sta5 juestions aRout pa-es, deductions, attendance, and time 
recordsz 
M UDdate records as and phen rejuiredz 
M Adheres to Dayroll Dolicies and Drocedures and comDlies pith relevant 
le-islationz 
M TdentiVes, investi-ates, and resolves discreDancies in timesheet and 
Dayroll recordsz 
M Jonor conVdentiality of emDloyeesH Day recordsz �
M YomDile Dayroll reDorts for recordk.eeDin- DurDoses or .ey sta.eholder 
reviepz 
M gnsures accurate and timely accountin-, record.eeDin- and mana-ek
ment of Dayroll related data and reDorts6 Derforms audits and reconcilk
iations of Dayroll information and systems 
M Process manual chec.s, voids, stoD Days, direct deDosit reversals, and 
Dayroll ad;ustments as necessaryz 
M Build and maintain .ey client relationshiDs to ensure clear communik
cation and dissemination of informationz 
M Neconcile monthly transactions and money transfers to Day institutionsz
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M Payroll control oDeration and imDlementationz 
M gqDerience in deVnin- Dayroll rejuirements and imDlementin- Dayroll 
systems modulesz 
M NesDonsiRle for nep Dayroll system imDlementation includin- facilitak
tion of rejuirements -atherin-, mana-in- vendor system conV-uration, 
testin-, and -oklivez 
M HUPg transfer H(YsH setuD, testin- and imDlementationz 
M gnsurin- comDliance pith Ior.in- Hime Eirective and )a--in- to Senior 
/ana-ement Dotential Rreaches of re-ulationsz 
M Liaisin- pith Dayroll vendors to lead Dayroll systems imDlementationz 
M Payroll control and Rud-etin-z 
M Gender Day -aD reDortin-z 
M Ior. pith internal sta.eholders to understand rejuirements and Rusik
ness needsz 
M Plannin- and schedulin- imDlementation timelines and milestones usk
in- aDDroDriate tools6 trac. milestones and deliveraRles to ensure suck
cessful eqecution 
M Processin- Dayroll of 0833 pee.ly and I33 monthlies from start to 
Vnishz �
M /anual calculations and eqDlanations of net salaryz 
M /anual calculations and Drocessin- of statutory Daymentsz 
M Processin- starter and leaver documentsz 
M Eealin- pith Dayroll, JN and taq jueriesz Bein- the main Doint of contact 
for all Dayroll related jueriesz 
M Yhec.in- for and addin- nep starter chec.list x P48 info for nep 
startersz 
M UDloadin- DaysliDs and issuin- P48s to leaversz 
M Neconcilin- Yourt Orders and PAFg on a monthly Rasisz 
M Administerin- Densions auto enrolment and Vle suRmissionz �
M Yalculatin-, recordin- and monitorin- Statutory Sic. Pay and Statutory 
/aternity Pay, Statutory Paternity Payz 
M YaDture all Dayroll errors and issues, identify root causes and por. pith 
sta.eholders to imDlement solutions to minimise errors -oin- forpardz 



M Ho ensure record .eeDin-, document Vllin- and archivin- are uD to 
datez 
M /aintain and suRmit Dayroll ;ournals to accountsz 
M /aintain Dension Vles and suRmit Dension data to Droviderz �
M SuRmit year end returns to J/NYz 
M /aintain archivin- of Drevious taq year Dayroll Vlesz �
M Yalculatin- the full furlou-h and )eqikfurlou-h Daymentsz �
M Ylaimin- furlou-h Daymentsz
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M SuDDortin- the Payroll /ana-er in Drovidin- an e&cient and comDrek
hensive Dayroll service to clients 
M Settin- uD nep starters and actionin- leaversz 
M Assistin- pith reviepin- and chec.in- of Dayrolls led-ersz 
M Processin- end to end Dayroll pee.ly and monthlyz 
M /aintainin- emDloyee data and leave information in the Dayroll sysk
temz 
M /aintainin- the administration of ReneVts schemes such as the comk
Dany auto enrolment Dension scheme and cycles schemez 
M Processin- Statutory Sic. Pay 'SSPK, Statutory /aternity Pay 'S/PK, 
Statutory Paternity Pay 'SPPKz 
M NesDonsiRle for the Dayroll of 1033 emDloyees, I33 monthly and 433 
pee.ly Rasisz 
M gnterin- of pee.ly and monthly timesheets, Drintin- and sendin- P48z 
M PreDare and Drint Dayroll reDorts of earnin-s, hours por.ed, taqes, 
insurance, leavez 
M Assistin- team in dealin- pith Dayroll jueries from mana-ers and 
emDloyeesz 
M Providin- a comDrehensive service to clients to include additional advice 
and information rejuests as rejuiredz 
M Eayktokday administration of client Dayrolls to include NHT suRmissions 
and end of year reDortin- and P93sz


