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	Job Title:
	Payroll, Benefits and Reporting Coordinator

	Reporting to:
	People Operations Business Partner

	Salary:
	£33,750 – subject to skills and experience brought to the role

	Location:
	50/50 split between homeworking and 175 St John Street, London EC1V 4LW

	Hours & Basis:	
	5 days/35 hours per week, Monday to Friday, between 8:30am and 5:30pm

	Contract:
	Fixed term for 6 months




About Place2Be

Following a period of expansion in footprint, Place2Be is focused on going deeper into community and showcasing our data and outcomes to make the case for change and for Children’s Mental Health. 

To help our people thrive, we believe our organisational identity needs to mirror that of a learning organisation and this can be achieved by championing a culture of continuous learning and knowledge creation. The P&C team recognise the importance of adapting to change, acquiring new knowledge, and leveraging insights to enhance performance and achieve strategic goals


About the Role

This role is critical to ensuring our employees are fairly and accurately compensated for their commitment and hard work to ensure Children receive the mental health support they need. By doing so, this postholder is a steward for ensuring and maintaining employee engagement, trust in Place2Be as an employer and mitigating determent to our people’s lives and does so through driving ownership amongst stakeholders. The role proactively works with peers in the People & Culture team to review our benefits offering, employee understanding and awareness of the offering alongside accessibility. Another critical component is providing timely and accurate reports and system updates to drive effective people decisions across the organisation.


Key Responsibilities:

Payroll Administration

· Coordinate and process the monthly payroll cycle, ensuring accurate and timely submission of payroll changes and supporting data
· Maintain payroll records and ensure all payroll changes are accurately reflected within the HR Information System (HRIS)
· Maintain payroll audit trails and supporting documentation
· Report any payroll errors through designated channels
· Act as the first point of contact for payroll queries, resolving issues within agreed service levels and escalating where appropriate
· Liaise with Finance and other stakeholders to investigate and resolve payroll discrepancies and ensure pay accuracy
· Monitor payroll deadlines and statutory requirements, proactively identifying risks and escalating concerns with recommended solutions
· Maintain payroll, benefits and HRIS process documentation, user guides and standard operating procedures
· Coordinate pension administration activities, including enrolment, opt-outs and contribution changes
· Support with queries related to annual leave calculations

Benefits Administration

· Administer employee benefits, including salary sacrifice schemes, loans, vouchers and other employee benefit programmes
· Maintain accurate employee records within third party benefits platforms
· Respond to employee and manager queries relating to benefits, ensuring accurate and timely resolution
· Support the ongoing review and administration of benefits processes and records

HR Information System (HRIS) Administration

· Maintain and develop the HR information system, ensuring data integrity, effective workflows and system functionality
· Support with HRIS enhancements, upgrades and system changes, communicating updates and providing guidance to stakeholders
· Manage HRIS imports, updates and organisation-wide processes, including salary reviews and structural changes
· Conduct regular audits to ensure the accuracy and completeness of employee data
· Liaise with system providers to resolve technical issues and identify opportunities for process and system improvements
· Provide training and support to managers and employees on the effective use of the HR Information System (HRIS)

People Data, Reporting and Analytics

· Produce accurate and timely people data reports, including headcount, workforce metrics, KPIs, organisational structures and diversity reporting
· Analyse and interpret workforce data, providing insights to support decision-making and people-related initiatives
· Support strategic projects and organisational change programmes through the provision of people data and reporting
· Promote data-driven decision making by supporting managers in understanding and utilising people metrics effectively
· Support internal and external audits by providing accurate payroll, benefits and workforce data and responding to audit queries

Stakeholder Management and Service Delivery

· Build and maintain effective working relationships with colleagues, people managers, Finance and external partners
· Deliver a high quality, customer-focused service, responding to queries and resolving issues within agreed service standards
· Manage complaints and complex queries professionally, escalating risks, delays or unresolved issues as appropriate
· Select the most effective communication methods to engage stakeholders and convey information clearly and professionally

Compliance and Governance

· Maintain strict confidentiality and handle employee data in accordance with GDPR, data protection requirements and organisational policies
· Ensure payroll, benefits and people administration activities comply with relevant legislation, policies and audit requirements
· Act as a custodian of people data quality, ensuring data standards are maintained across all systems and processes
· Follow established processes and controls, taking ownership for the accuracy and quality of work

Team and Organisational Support

· Collaborate with People team colleagues to achieve team objectives and continuously improve service delivery
· Contribute to People-related content for organisational bids, tenders and other business initiatives as required
· Identify opportunities to improve payroll, benefits and reporting processes, increasing efficiency, accuracy and user experience

The job description is a general outline of the job duties and responsibilities and may be amended as Place2Be develops and expands. The post holder may be required to undertake other duties as may reasonably be required from time to time.


What you will need:

· Knowledge of HR policies, procedures and best practice*
· Sound understanding of GDPR and best practice in data protection, exercising discretion and maintaining confidentiality when handling sensitive people information*
· Experience of administration within HR Information Systems (HRIS) and payroll processing*
· Able to understand data, run reports and track data and Management Information confidently and accurately*
· Well organised with the ability to work well under pressure, use own initiative to prioritise workload to meet multiple deadlines and self-awareness to seek help when required*
· Excellent attention to detail and strong numeracy skills, always ensuring accuracy in own work and the work of others*
· Individual and team contributor
· Strong interpersonal and communication skills, with the ability to build effective working relationships and confidently and objectively support and influence people at all levels
· IT-literate with proficiency in Microsoft Office applications (Outlook, Word, Excel)*
· A strong commitment to our values and ability to demonstrate these in your work: Perseverance, Integrity, Creativity and Compassion. https://www.place2be.org.uk/about-us/our-work/our-mission-vision-and-values/*

* indicates the minimum criteria needed to be considered under the disability confident guaranteed interview scheme.
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