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NHS TAYSIDE – AGENDA FOR CHANGE

JOB DESCRIPTION

	1. JOB IDENTIFICATION


	Job Title
	National Payroll Systems Team Senior Officer

	2. 
	Department(s)/Location
	Maryfield Financial Services Centre

National Payroll Systems Team 

	3. 
	Number of job holders
	3


	4. JOB PURPOSE

       The purpose of the job is to -  

· support the National Payroll Systems Manager and the National Payroll Systems Development Manager to ensure that the ePayroll and eExpenses systems are developed and maintained to the highest standard in accordance with –

· extant legislation

· UK and Scottish Government Ministerial direction

· policies of the Payroll Services Programme Board
· the business requirements of all Scottish NHS Boards

· current ongoing national initiatives

 while delivering a comprehensive and cost effective service to Users

· support the National Payroll Systems Manager and the National Payroll Systems Development Manager undertaking testing of the eESS/ePayroll and SSTS/ePayroll Interface in conjunction with the eESS and SSTS National Teams 

· provide assistance and advice to NHS Scotland payroll professionals/external organisations on Whitley Council/Agenda for Change, statutory regulations and system related queries

· responsible for the training of the National Payroll Systems Team Officer and secondees


	3. ORGANISATIONAL POSITION


[image: image1]



	4.      SCOPE AND RANGE

On behalf of NHS Scotland (NHSS), the National Payroll Systems Team (NPST) provides a national centralised role as they are responsible for the continuing development of the Scottish Health Service bespoke payroll/expenses systems (ePayroll and eExpenses).  ePayroll/eExpenses are used by all Scottish NHS Boards, Special Health Boards and a number of GP Practices/Hospices. In addition the NPST work in conjunction with the eESS and SSTS National Teams for testing of the eESS and SSTS Interfaces with ePayroll for developments that impact on ePayroll.
The output of the department is of central importance as it co-ordinates and has responsibility for – 

· researching Service and legislative development requirements

· the provision of comprehensive and extremely detailed development specification requirements

· approving, on behalf of NHSS, complex technical system specifications

· the maintenance of an extensive user acceptance testing database which involves the preparation of 52 weekly/12 monthly payroll and expenses processes and full annual return production

· continuous in-depth quality assurance testing of all system facilities/outputs and specialist end to end testing of all planned and unscheduled software releases and extensive User acceptance testing of the Interfaces from eESS and SSTS to ePayroll
· the provision of a professional supporting role to NHS Scotland Payroll/Finance Managers, including the issue of detailed written guidance on legislative changes, revised national terms and conditions of service, Scottish Government pay circulars, pension scheme changes, national Service initiatives and associated payroll and expenses system developments

· maintenance/update of the National Files database which includes Whitley pay scales/Agenda for Change pay bands, post descriptors, national payroll/expenses allowance/deduction code files, national base location file for SWISS Workforce Information Repository, national and local expenses rates file, revision on a monthly basis of NHS Scotland leased car mileage rates and local leased car base files and updates as and when required to Job Descriptions, Account Codes, Pay Awards and Tax Code Revisions
· developing, maintaining and testing of the import/export of data between ePayroll/eExpenses and other national systems, e.g. SSTS and eESS Interfaces, SWISS Web/Workforce Information Repository, HMRC for Real Time Information (RTI) and Scottish Public Pensions Agency (SPPA) ensuring full utilisation of system functionality to provide accurate and complete data

NPST
WTE:
              National Payroll Systems Manager                                                   1.0  

                          National Payroll Systems Technical Delivery Liaison Manager      1.0       



National Payroll Systems Development Manager                            1.0 
                        National Payroll Systems Deputy Development Manager                0.4                 



National Payroll Systems Senior Officer                                          3.0                   

Budget 



          £350k for 2020/21

NHS Boards




                                                   21
Other Organisations (including GP Practices and Hospices)               5
No. of Staff covered


                                                                251,079 (November 2020)
Paybill



                                                   £7365 million (SGHD 2019/20)
The post holder has –

· day to day supervisory responsibility for the NPST staff including the allocation of workloads

· works as part of a team, using own initiative

· shared responsibility for maintenance of stock levels

· no budgetary responsibility



	5. MAIN DUTIES/RESPONSIBILITIES

· Co-ordination of weekly and monthly payroll/expenses processing, exercising independent judgments to ensure that a high level of quality assurance testing of the NHSS payroll/expenses  (ePayroll and eExpenses) systems are maintained.  These systems are used by all NHS Boards to pay 251,079 employees (Current at November, 2020)  

· Checking payroll/expenses output after processing, including balancing periodic control totals, Apprenticeship Levy and FPS Control Totals for RTI
· Assist the National Payroll Systems Manager and the National Payroll Systems Development Manager  with the preparation of quality assurance testing involving the research and interpretation of complex technical specifications and writing of  comprehensive testing scripts

· Preparation of specific input for complex and comprehensive quality assurance testing of new software releases and detailed checking of results, including annual return output/P11D details and complex Statutory Developments e.g. Automatic calculation of Student Loans, Direct Earnings Attachments and Arrestments across frequency to ensure minimal User problems and timeous implementation 

· Provision of comments on draft Scottish Government national NHS policies/pay circulars

· Application and assistance with checking of pay awards to national Whitley pay scale/Agenda for Change pay band files, Job Descriptions, Account Codes, Allowance/Deduction and Tax Code updates for issue to the Service and maintenance of national payroll/expenses allowance/deduction code files, national leased car mileage rates, local lease car base files and national base location file 

· Formal minute taking at Payroll Expenses Systems Management Group (PESMG) as required and other NPST meetings and distribution thereof to NHSS.  Represents the NPST at internal meetings/seminars and accompanies National Payroll Systems Manager/National Payroll Systems Development Manager to external meetings across NHSS as required.  Member of Atos Working Groups for ePayroll/eExpenses system development requirements
· Responsibility for preparation of draft amendments to the  comprehensive ePayroll and eESS/ePayroll User/Training Guides for issue to NHS Scotland 

· Establish/maintain good working relationships with Users in order to provide assistance in the form of practical solutions to day-to-day enquiries using payroll/expenses experience, exercising independent judgement 

· Provision of on-site payroll/expenses training across all NHSS Boards on the ePayroll and eExpenses systems and the eESS/ePayroll Interface.  This involves adaptation of training materials to suit specific audiences, often unknown to the post holder.  Training is undertaken in small groups due to the intensity and ‘hands on’ requirements of this type of training

· Assist with special projects such as National Disaster Recovery Testing/National Tech Refresh/CMOD and BOXI upgrades and new versions/SPPA iConnect for periodic reporting to SPPA and multi-frequency National Insurance aggregation 

· Preparation of  correspondence – emails, letters, reports and Internet research of legislative changes 

· Training, supervision of and delegation of duties on a day to day basis to the NPST  Officer and secondees
· Assist with the development, maintenance and testing of the import/export of data between ePayroll/eExpenses and other national systems, e.g. SSTS and eESS Interfaces, HMRC for RTI, SPPA and SWISS Web/Workforce Information Repository, helping to ensure full utilisation of system functionality to provide accurate and complete data

· In the absence of the National Payroll Systems Manager and the National Payroll Systems Development Manager, who regularly attend national meetings, full cover is undertaken

· Assisting in ensuring that comprehensive audit checking levels are adhered to in the NPST at all times

· Adheres to NHS Tayside policies/procedures and completes staff surveys etc. 
Induction Standards & Code of Conduct

Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers.


	6. COMMUNICATIONS AND RELATIONSHIPS

A high standard of written and verbal communication skills are required in order to fulfill main duties/responsibilities and   maintain strong working relationships with the following parties – 

Within NHS Scotland

· Directors/Assistant Directors of Finance/ Human Resource/ IT/ Payroll Managers and other Payroll  Professionals

· Audit

· Contract Vendor and Service Management Team

· SWISS and SSTS System Managers
· eESS National Team

· Scottish Government Health Department Senior Personnel

· Senior Workforce Statisticians, Information Services Division

· Provision of information to NPST members through discussion and training sessions 

External Organisations

· Atos  Project Manager, Development Manager, Developers and System Testers
· SPPA Scheme Manager and Staff/AVC and Stakeholder Providers

· HMRC Senior Officers

· Office of National Statistics

· Staff Side Organisations

· Cabinet Office (National Fraud Initiative)

· NEST

· Pensions Regulator (Auto Enrolment)

The above level of communication skills is also required to provide advice, and solve complex problems with tact and diplomacy while working with information of a confidential nature and adhering to strict deadlines.  For example, advice on the establishment of expenses rates files/local pay scales etc for the Scottish Ambulance Service when they returned to the ePayroll system. 

The post holder must remain calm under pressure and have the ability to communicate complex information in an easily understood manner.  Training sessions are provided by the post holder to small groups of staff, who are often unknown to the post holder and a patient and approachable manner is therefore essential.



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

Qualifications

· Post holder should hold an Institute of Payroll and Pensions Diploma in Payroll Management – MIPPDip or have relevant equivalent experience

Experience

· Extensive expertise in payroll/expenses and use of the ePayroll/eExpenses Systems is required.  It is essential that the post holder has demonstrated excellent communication skills and proven ability to use their own initiative, prioritise and organise workloads, whilst maintaining the highest level of accuracy within restricted timescales  

· In addition to extensive payroll experience the post holder must also demonstrate an in depth knowledge and expertise of the NHS expenses/car leasing function, Whitley/Agenda for Change conditions and statutory regulations and the affect these have on the ePayroll/eExpenses Systems in order to provide detailed advice to ePayroll/eExpenses system Users

· Knowledge of working with technical system specifications, planning system testing and preparing quality  assurance testing scripts is essential and knowledge of SSTS and eESS is desirable
Skills

·   Specialist skills to fully utilise the BOXI reporting tool to produce reports to aid user acceptance   testing  are required

·   Ability to produce a high standard of work, accurately and with attention to detail while working under pressure and to strict deadlines

·   Ability to relate confidently and with accuracy to Payroll Managers and outside agencies therefore good communication and interpersonal skills are required

·   Supervisory skills and the ability to provide training for staff are requirements of the post



	8. SYSTEMS AND EQUIPMENT

As a key member of the NPST, in terms of system development, research and testing of the ePayroll/Expenses Systems, an understanding of corporate payroll systems, eESS and SSTS is implicit in the role.

The post holder is involved with the commissioning and testing of system developments/software releases for issue to NHSS.

The post holder is also expected to use a full range of IT office products on a day to day basis including –

· Equipment – PC, Printer, Photocopier, Fax Machine, Calculator, Telephone

· ePayroll – Payroll system unique to NHSS

· eExpenses – Expenses system unique to NHSS

· CMOD – Internet based pay archive system

· BOXI – Reporting tool

· E-mail/Intranet/Internet/Electronic Calendar

· Scottish Workforce Information Standard System (SWISS) web front end system and Workforce Information Repository (WIR)

· The output from the interface with Scottish Standard Time and Attendance System – (SSTS)
· The output from the Interface with the eESS system 

· Various software packages – Microsoft Teams/Word/Excel/Powerpoint/Outlook/Acrobat Reader 
· WINMERGE – comparison tool for comparing files in User Acceptance Testing

· Globalscape – Atos download system for electronic payroll/RTI/Pension files

· TFS – Atos User Difficulty database  

· eESS Portal for requesting test information from the eESS National Team
Responsibility for Records Management

All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment


	9. PHYSICAL DEMANDS OF THE JOB

Physical Skills

Advanced and accurate keyboard skills are vital

 Physical Effort

· Long periods of time are spent sitting at a desk in a restricted position, using a VDU/keyboard 

· Moving and handling boxes containing payroll output/back up documentation for testing purposes (in   excess of 6kgs for approximately 30 minutes per week)
· Travel throughout Scotland

 Mental Effort

· The post involves regular periods of prolonged concentration of an intense nature (between three to four hours per day), often working on lengthy complex calculations, while dealing with frequent interruptions and other demands for attention

· Interpreting, analysing, absorbing and retaining large volumes of information  

· The post demands the ability to multi-task, dealing with an often unpredictable range of duties delegated  by the National Payroll Systems Manager/National Payroll Systems /Development Manager, within restricted time constraints

Emotional Effort

· Ability to cope with the pressure of meeting deadlines

  Working Conditions

· Continuous exposure to VDU screens

· Compliance with Health and Safety policies
  

	10. DECISIONS AND JUDGEMENTS

· The post is line managed rather than supervised and, there is a significant degree of autonomy in   planning and prioritising the delegated workload, using their own initiative  

·   The post holder has day to day supervisory responsibilities for the delegation and prioritisation of the   work of the NPST Officer and secondees
·   Responsible for researching and creating complex and comprehensive quality assurance testing examples to support new ePayroll/eExpenses and ePayroll/eESS/SSTS software releases for issue to NHSS.  This testing is essential to ensure that the 251,079+ employees are paid accurately 
·   Preparation of suitable training materials and the provision of on-site training sessions at NHSS Boards


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

·         Ability to remain calm and efficient while working under pressure, managing a diverse workload at the same time as dealing with frequent unpredictable interruptions.  This results in the re-prioritisation of current workloads, which still require to be accomplished within limited timescales whilst maintaining a high standard of accuracy and responding to urgent third party requests

· Tailoring and presenting training at the correct level to suit the needs of the audience 

	12. JOB DESCRIPTION AGREEMENT

The job description will need to be signed off using the attached sheet by each postholder to whom the job description applies.




JOB DESCRIPTION AND ESSENTIAL ADDITIONAL INFORMATION FORM – SIGNATURE OF AGREEMENT

	Post Title


	National Payroll Systems Team Senior Officer

	Reference Number


	


The attached job description and essential additional information will be used as part of the Agenda for Change assimilation exercise and therefore the job matching panel may wish to seek further clarification on any issues contained within the documents. Should this be necessary please identify an appropriate Manager and Staff representative who can be contacted.

	Operational Manager


	Carol Lawrence

	Contact No.


	424474

	Staff Representative


	Gail Naismith

	Contact No.


	424424


I/we the undersigned agree the attached document is an accurate reflection of the requirements of the post. The essential additional information provides accurate information of additional job related factors.

	Senior Manager responsible for staffing


	Robert MacKinnon, Assistant Director of Finance 

	Signed :- (Manager)


	


	Staff Members:
	
	

	NAME

(BLOCK CAPITALS PLEASE)
	SIGNED
	POST NO.

(office use only)



	
	
	

	HAZEL FYFFE (wef: 01.05.21 )

	
	

	ANNE SINCLAIR (wef: 01.03.12 )

	
	

	
	
	

	
	
	

	
	
	


Associate Director of Finance


Financial Services Endowment Fund Lead, FLO
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Manager








Head of Financial 


Services








National Payroll Systems 


Development Manager


1.0





National Payroll Systems Team 


Senior Officer


3.0








Secondees from NHSS Payroll Departments (UAT Assistance)








National Payroll Systems Technical Delivery Liaison Manager


1.0








National Payroll Systems 


Deputy Development Manager


0.4

















