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Job description 

Payroll Officer


	Department 
	Finance and Commercial Services 

	Service 
	Finance and Exchequer Services – Payroll and Pension Service

	Grade
	E

	Reports to
	Payroll Lead 

	Responsible for 
	N/A

	Job reference
	MJ2949 / GR0004 (MO10376)



	Job Purpose

	The Payroll Officer provides high quality and professional payroll administration services to internal and external customers.  The role ensures all payments, allowances, and third-party contributions are processed in line with current legislation and Council financial regulations, maintaining the highest standards of accuracy and customer service. 

The role is responsible for supporting data quality and compliance and contributing to the ongoing improvement of payroll systems and processes. Through these activities, the role underpins the Council’s commitment to transparency, efficiency, and the safeguarding of public funds.


	Context

	Finance Exchequer Services at Norfolk County Council supports management of the authority’s finances, ensuring resources are used effectively and accountably. This service oversees all income, debt collection, payments and payroll. 
   
The department guides procurement, maintains financial systems, and provides insurance and risk management, safeguarding public funds. By advising on financial strategy, policy and supporting major projects, the service helps the council achieve its goals and adapt to changing needs. Continuous improvement and innovation are central, with digital systems and process enhancements improving efficiency and transparency for both staff and residents. Ultimately, Finance Exchequer Services supports all council services to deliver key services efficiently, transparently, and sustainably.  
 
This role is based within Payroll team and works within the payroll teams that deal with day-to-day payroll tasks, calculations and data input for Norfolk County Council, Schools, Academies, NFRS and Traded Services.




	Accountabilities

	Deliver high-quality payroll support service to customers and employees of Norfolk County Council, including the inputting of payroll data and ensuring documentation are accurately prepared and issued in accordance with statutory requirements, Customer and County Council policy and practice. Including one off pieces of correspondence that relate to situations outside of the norm and drafting complex letters, for example relating to overpayments.

	Accurately calculate gross-to-net and net-to-gross pay for payroll control and checking, supporting the accurate manual recalculation of employee pay.


	Be responsible for accurate and timely data input into specialised Payroll and Pension IT systems, including (but not limited to) Oracle Cloud, Microsoft Tools, FireWatch, Gartan so that transactions are delivered and recorded effectively. Ensure all organisational and legislative guidance is adhered to for reporting purposes. Support any data cleansing activities that might be required to address data irregularities, errors, or omissions.


	Effectively and accurately communicate written and verbal information about pay and relevant processes to a wide range of customers. Responsible for dealing with payroll issues and query resolution directly with employees and customers.


	Organise own workload using available resources flexibly, to ensure deadlines are met and transactions completed accurately and in accordance with agreed performance measures.   


	Contribute to the development, testing and implementation of systems for the calculation and processing of pay or updated requirements such as changed legislation, conditions of service, policy or IT system changes. Ensure correct procedures are applied and appropriate guidance/documentation is created and provided to those affected.


	Understand the needs of customers and adhere to the differing terms and conditions associated to those customer and/or employees. Ensure compliance with all relevant legislation including but not limited to employment legislation, tax laws, National Minimum Wage regulations, and data protection laws.


	Collate and provide accurate and timely statistics, information and data, to facilitate performance management and monitoring including completion of Home Office returns, Freedom of Information requests and requests from other bodies (where authorised to do so).


	Assist in the checking and correction of errors and warnings reports across Payrolls as required. Monitor data quality/compliance with procedures, specifically to identify issues, alert the Payroll Lead to those issues and propose solutions for resolving issues and preventing their recurrence.


	Calculate and provide actual and estimated pay data to third party organisations including (but not limited to) Pension Funds, His Majesty's Revenue and Customs, The Pension Regulator, Internal Departments.


	Manage employee benefit schemes, such as company cars or private medical treatment.


	Develop and distribute comprehensive payroll reports for internal stakeholders, providing a clear overview as needed. This accountability ensures internal teams have accurate, timely data to inform decision-making.





Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Good digital skills including Microsoft office programmes and competence use of other IT systems e.g., Excel, databases, Payroll and HR systems.   
 
Good working knowledge of statutory payroll requirements and the ability to manually calculate Tax, National Insurance, Statutory Absences & other Pay related requirements. 
 
An understanding of the problems encountered by vulnerable service users and sensitivity to their needs. 
  
Experience of delivering a service to members of the public. 
 
Ability to engage customers, to encourage and support and able adapt style and approach to suit varied situations and people 
 
Ability to prioritise own workload and work to published deadlines and service level agreements.  
 
Good attention to detail, the accurate input of data, able to analyse, monitor quality and compliance and respond proactively to issues.   
  
Able to exercise judgement based on sound knowledge when proposing solutions to issues. 
 
Able to follow and interpret written processes and regulations. 
 
Current knowledge of pension administration including workplace schemes such as NEST and pension auto-enrolment.  
 
Operational understanding of Local Government and financial environment.
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Experience of working in a Payroll/financial environment.

Knowledge of Oracle systems.

Excellent customer service skills and the ability to communicate effectively with customers and team members, occasionally in instances where those communications will be difficult. 
	ü

ü


ü




	







	Qualifications
	Mandatory (ü)
	Indicative (ü)

	A foundation level qualification in Payroll or willing to study towards. 

Level 2 qualifications (eg 5 GCSEs grade 4 and above), including Math’s and English

Qualification to NVQ 2 level in administration or equivalent.

	


ü




	ü





ü





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	Other Job Information 

	
None




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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