NHS FORTH VALLEY
						
JOB DESCRIPTION


1.      JOB DETAILS


Job Title:			Payroll & SSTS Support Officer

Responsible to:		Payroll Services Manager

Department(s):		NHS Forth Valley - Financial Services

Job Holder Reference:	BN-AS-21-05

No of Job Holders:		1.0 WTE


2.	JOB PURPOSE

· To work as part of the Payroll Team in providing a comprehensive, high quality and confidential payroll service, to provide payroll administration support to the team for all aspects of payroll, SSTS (Scottish Standard Time System) and expenses while conforming to National and Local conditions of service and also Statutory legislation.

· Under supervision of the Senior Payroll Administrator and SSTS System Manager, be responsible for a section of payroll and SSTS (Scottish Standard Time System) and providing first line support to all users of SSTS, ePayroll and eExpenses, ensuring compliance with current Terms and Conditions of Service and Data Protection legislation requirements.


3.	ORGANISATIONAL POSITION

ROLE OF DEPARTMENT

SEE APPENDIX 1


4.	DIMENSIONS
	
The Payroll Department of Forth Valley provides a payroll & expenses service for Forth Valley employees and Strathcarron Hospice, with approximately 14,000 Forth Valley and 350 Strathcarron records being maintained.
This post has no supervisory responsibility.

There are currently approximately 1000 users of the SSTS system, with approximately 14,000 employees assigned to SSTS having their work rosters for every individual week recorded on the system.

The post holder will be required to provide payroll and SSTS administration support within the department.
	          

5.	KEY DUTIES/RESPONSIBILITIES

· Under the supervision of the Senior Payroll Administrator, administrate a less complex section of payroll as delegated by the Payroll Manager in accordance with the financial processing timetable and to ensure payments relating to remuneration and expenses claims are processed timeously and accurately.
· Processing of electronic appointment, termination and notification of change forms and employee expenses claims in compliance with Statutory Legislation and NHS Forth Valley financial operating procedures and discuss and resolve any potential errors seeking advice from Senior Payroll Administrator on discrepancies.
· Under supervision, respond to requests for information by Government bodies, such as Inland Revenue, Scottish Public Pensions Agency, Department for Work and Pensions, and other external organisations, which while again ensuring compliance with Statutory Legislation, and relevant security and confidentiality policies.

· Under the supervision from the SSTS Manager, ensure all data maintained in ePayroll is mirrored within the SSTS system and ensure all reports generated by the system are validated accurately prior to entering the data into the Scottish Standard Payroll System.
· Ensure all statutory and individual employee payroll deductions are actioned as appropriate.
· Process Insurance documents and applications to use private cars, checking all are insured for business use.
· Responsible for carrying out monthly auditing/reconciliation of employee receipt envelopes to eExpenses claims and advising the Senior Payroll Administrator if any are missing or incorrect claims.
· Under the supervision from the SSTS Manager/Senior Payroll Administrator analyse, investigate, and resolve queries and discrepancies on pay related matters in a timely and accurate manner.
· To assist Payroll and SSTS on general administration tasks which are required on a daily basis, e.g. data inputting, setting up new users on ePayroll, eExpenses and SSTS and applying relevant changes.
· To assist with SSTS Audit checks on a weekly basis to ensure it is operating accurately and discuss and resolve any issues that arise with the SSTS System Manager.
· Establish and maintain sensitive paper and electronic records for all employees, adhering to the Data Protection Legislation, and ensuring they are stored in accordance with the Scottish Government Records Management NHS Code of Practice.
· To distribute both weekly and monthly salary payslips to all departments, ensuring that an up-to-date distribution list is maintained.
· To comply with departmental procedures, Standing Financial Instructions, applying best practice at all times.


6.	SYSTEMS AND EQUIPMENT 

        	NHS Scotland Payroll System (ePayroll)
	Business Objects: Reporting System
Scottish Standard Time System (SSTS)
CMOD: An Internet based payroll data retrieval system
Genisys – Personal Files Archive System
Internet: Her Majesty’s Revenue and Customs (HMRC), Scottish public Pensions Agency & SHOW websites.
 
· There will also be daily use of the NHS Scotland Payroll System and Scottish Standard Time System (SSTS) to validate data and produce reports to enable accurate calculation of salary payments.

· There will also be frequent use, on a number of days each week, of the CMOD system, which is a payroll data retrieval system, to produce reports to enable responses to be made to enquiries generated by Government bodies, Senior Manager’s, employee’s and other external bodies.

· An excellent knowledge of word processing, e-mail, excel spreadsheets and daily use of photocopier and telephone are required.


7.	ASSIGNMENT AND REVIEW OF WORK

· The post holder’s workload will be managed by the Senior Payroll Administrator/SSTS Manager to achieve daily, weekly, and monthly deadlines and make judgements on which tasks take priority to ensure all tasks are performed within predetermined time scales and departmental deadlines are achieved.

· To investigate and resolve general queries with data input documentation, judging when to escalate to the Senior Payroll Administrator/SSTS Manager.

· The nature of the work will be a mixture of routine, planned and timetabled tasks as well as ad hoc assignments.

· The post holder is expected to use their initiative and be able to deal with work independently.  The Senior Payroll Administrators will be available to discuss more complex matters.

· The post holder will be providing first line support for ePayroll, eExpenses and SSTS users.

· Work is reviewed informally on an adhoc basis and annually through the Organisation Performance Appraisal process.


8.	COMMUNICATIONS AND WORKING RELATIONSHIPS

Internal Communications

Communications are written, e-mail, or orally via telephone and in person with the following:

· Payroll Manager, Deputy Payroll Manager, SSTS Manager and Payroll Team
· Current and ex-employees e.g. salary queries
· All Users of the SSTS System e.g. data input queries
· HR Department e.g. on a frequent basis relating to information provided
· Departmental/Ward Managers e.g. On a daily basis dealing with pay queries
· Management/Financial accountants e.g. On an infrequent basis dealing with enquiries

High daily volume, however, increase significantly on and around weekly / monthly pay dates.  

External to the NHS 

Communications are via telephone and in writing on a frequent basis (i.e. several occasions every week) with the following:

· Scottish Public Pensions Agency e.g. pensions queries
· Inland Revenue e.g. employee tax and National Insurance contributions
· Department of Work and Pensions e.g. applications for benefits
· Tax Credit Office e.g. applications for benefits
· Sheriff Officers/Child Support Agency e.g. Arrestment earnings orders
· Solicitors/Accountants e.g. third-party claims – employee involved in accident
· Banks/Building Societies /Loan Companies e.g. mortgage references
· Private pension providers (including in-house AVC providers)
· Other NHS Boards e.g. On an infrequent basis dealing with enquiries relating to previous service.

 



9a. 	PHYSICAL DEMANDS OF THE JOB

	There is a requirement to:

Be positioned at a workstation in a restricted position for most of the working day analysing financial data and preparing a variety of spreadsheets and financial system reports.  Speed and accuracy are essential due to the nature of the work.

On a weekly and monthly basis staff are required to move and handle boxes containing payslips, and payroll output, weighing in excess of 6kg, work which lasts approximately half of one shift.  The allocation and distribution of these is awkward due to the limited space within the work area.


9b. 	MENTAL/EMOTIONAL DEMANDS OF THE JOB

	There is a requirement to:

Concentrate when undertaking frequent periods of intensive data input throughout the day, while also dealing with frequent interruptions.

Meet the challenges of prioritising the workload while working to strict task driven deadlines on a regular basis.

Handle enquiries / complaints from disgruntled and / or emotional employees on a daily basis where the exercise of diplomacy, empathy and restraint is essential. 


10.    KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

· Educated to SCQF level 3 e.g. Higher Maths, Accounting, English, plus;

· Previous working experience in a payroll department or in a large organisation including working with high volume data.

· Knowledge of payroll or financial systems and processes.

· Understanding of Data Protection Act and how to apply this to ensure full compliance.

· Good IT skills with knowledge in the use of various computer software programmes, including all Microsoft Office Applications.

· Ability to absorb and retain large volumes of information and act accordingly.

· Work within part of a team to meet fixed deadlines, incorporating a flexible approach to meet the needs of the service

· Ability to remain calm and efficient whilst working under pressure.

· Ability to deal sensitively when passing on information which may be distressing to the individual concerned e.g. death in service, overpayment in salary.

· Ability to instantly respond to change.


11.  	JOB DESCRIPTION AGREEMENT

Job Holder’s Signature:

Date:

Head of Department Signature:

Date:






























APPENDIX 1

FORTH VALLEY NHS

						
Job Title:			Payroll & SSTS Support Officer

Responsible to:		Payroll Services Manager

Department:			NHS Forth Valley Shared Financial Services

Job Holder Reference:	

No of Job Holders:		1.0 WTE



A. 	ROLE OF THE UNIT / FUNCTION 



B.	 ROLE OF THE DEPARTMENT 

Finance Department - The role of the Finance Department is to guide and support NHS Forth Valley to achieve year on year Financial Balance. To provide the financial advice and guidance required for effective corporate management, strategic and operational decision-making in both the short and medium term. Prepare and account for the information underpinning NHS Forth Valley’s public accountability for stewardship of funds. Provide advice and information to secure effective planning and delivery of investments in service improvement and organisational change. To demonstrate effective stewardship of public money in the delivery of quality health services, to provide responsive and pro-active services to clinical and non-clinical areas. 

Financial Services – this shared services service provides complete professional financial services to all NHS organisations within Forth Valley. The department is responsible for all paymaster functions, Payroll, all accounting services including financial ledger control, chart of accounts, debtors control, creditors payments, all treasury, cashiers, patients and endowment funds. Financial Services also lead annual accounts production and associated statutory reporting. The department provides expertise in system support and the development of financial related systems.
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