Updated October24
Job Summary

	Post Title
	Payroll Operations Supervisor
	Proposed Pay Grade
	Grade 6

	Directorate 

Service Area
	Resources

HR&OD
	Line Manager
	Payroll and Operations Lead

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	91136867
91132922
	If existing post is the post title changing? If yes state both
	N


	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	Walton Street

	Work style
(Delete as applicable)
	Any desk
	Job Family
&
Role Profile
	OSP06M

	DBS Check Required?
(Delete as applicable)
	No (Delete as applicable)



	Politically Restricted Post?
(Delete as applicable)
	No 

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	To lead the HR Advisors team in delivering a high-quality, customer-focused payroll and HR operations service that meets the evolving needs of internal stakeholders and school clients. Provide expert, solutions-oriented guidance on HR and payroll matters to the Council and its external client organisations, ensuring compliance with legal and organisational standards.
Drive and support the implementation of digital and service delivery enhancements, encouraging effective adoption and fostering a positive customer experience to deliver an accessible HR & OD service that delivers timely, practical advice and supports continuous improvement across all areas of service delivery.

	Main Responsibilities and Duties

	This section should outline key outputs of the role and should provide some specific examples of role profile accountability.  
· Manage a team of HR Advisors responsible for delivering specialised organisational support, ensuring the smooth operation of the service and a consistently high-quality customer experience. 
· Oversee daily payroll operations, ensuring accurate and timely processing of payroll changes, with effective workload distribution and resource utilisation.
· Maintain up-to-date knowledge of school teacher terms, conditions, and policies to ensure accurate payroll processing. Work closely with Payroll Manager and HR colleagues to implement statutory and policy changes promptly, keeping the team informed and aligned.
· Contribute to the ongoing development, maintenance, and enhancement of HR Operations and Payroll systems, policies, and procedures. Proactively identify areas for improvement, recommending and supporting changes that drive efficiency, compliance, and a better customer experience. Assist in the testing and implementation of updates, ensuring smooth integration and minimal disruption. Communicate changes clearly and promptly to stakeholders, ensuring understanding and adoption across the service.
· Gather, analyse, and interpret payroll and HR operations data to support business needs and inform decision-making. Produce accurate reports and recommendations based on trends, feedback, and compliance requirements. 
· Ensure statutory obligations are met, monitor adherence to procedures, and support continuous improvement through data-driven insights.
· Interpret complex payroll and HR policies and procedures, providing timely and accurate responses to customer queries. Proactively identify risks and areas of concern, offering expert advice and evidence-based recommendations. 
· Deliver clear, specialist guidance on technical and operational matters, supported by thorough analysis and up-to-date knowledge. Maintain accurate records of actions, decisions, and outcomes to ensure accountability and compliance.
· Work closely with key stakeholders to understand and clarify evolving business requirements, ensuring alignment with operational goals and service priorities.
· Lead specialist projects or contribute to larger improvement programmes within HR and Payroll Operations, ensuring delivery against agreed specifications, timelines, and budgets. Ensure all outcomes align with organisational priorities and meet relevant statutory or government requirements.
· Manage a skilled and motivated team, ensuring effective delegation and delivery of work to high standards. Lead on performance reviews, recruitment, induction, development, and employee relations, supporting all HR processes and workforce planning.
· Support the development of team members by identifying learning needs, encouraging self-assessment, and promoting continuous improvement. Foster a high-performance, collaborative culture where knowledge sharing and innovation are encouraged. Plan and support training activities, advising on resource needs that impact development and performance.
· Plan and deliver services in line with internal and external standards, contributing to wider service development. Set and monitor team objectives, track performance, and provide timely management information. Oversee supplier performance and take action or escalate issues as needed.

	Accountability

	· If this role manages a budget please state the size of the budget: 0
· If this role monitors a budget please state the size of the budget: 0
· How many direct reports does this job have in its reporting line? 3 x G3/4
· How many indirect reports does this job have in its reporting line? 0

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Payroll processing and reporting include meeting statutory obligations.  

	1 year
	P
	Planning for service reviews and people plan. Legislative changes could include developing payroll strategies that would be set for at least one year if not longer.  
Contributing to projects running up to 12 months   

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of HR & OD:    
     
Adaptability     
· Essential to thrive and deliver customer service in a volatile and changing environment and be the ‘coaches in this world’    
Data storytelling    
· To be able to transform complex analytics into compelling and evidence-based narratives and recommendations for interventions    
AI literacy    
· Understanding and leveraging AI tools to innovate effectively to support customers    
Cognitive flexibility    
· The ability to think creatively, problem solve and pivot quickly to meet the customer need    
Professional Curiosity    
· Continuous learning to improve the quality and effectiveness of service delivery 

We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Relevant experience within a large organisation, delivering similar services, with evidence of specialist knowledge and work responsibilities appropriate to the role.
	HR operations and payroll experience within a large organisation with experience in HR operations, delivery of bureau payroll services and school’s payroll.  
	P
	

	Detailed knowledge of relevant systems, policies, regulations professional guidelines, legislation and understanding of emerging developments within the specialist area.
	Proven payroll knowledge and initiative to keep abreast of and deliver new/emerging legislation.  

	P
	

	Knowledge and experience of contributing to the development of policies, procedures and practices.
	Knowledge of HMRC processes and statutory obligations/deadlines and specialised areas including Salary sacrifice, National Minimum Wage and Benefits in Kind 
	P
	

	Well-developed interpersonal, persuasion and negotiation skills to build relationships and influence the stakeholder community.
	Evidence of ability to effectively influence and negotiate with senior leaders/managers, unions and employee representatives.   
	P
	

	Awareness of wider sector / external influences
	Aware of legislative developments, such as changes to pension contributions and statutory pay, ensuring timely adoption and communication across the team and client base.
	P
	

	Proven ability to explain technical / specialist information in a way which a non-specialist can understand.
	Skilled in explaining detailed payroll scenarios and statutory requirements clearly to non-specialists, ensuring understanding across diverse audiences.  
	P
	

	Proven initiative and judgement to research, identify and resolve problems.
	Ability to use initiative to resolve and advise on payroll or HR operational issues/change. 

	P
	

	Proven ability to cope with conflicting and changing demands through good time management and the ability to work under pressure.
	Proven ability to manage competing and evolving priorities through effective time management, maintaining performance and accuracy under pressure in a fast-paced environment. 
	P
	

	Proven ability to manage staff, to monitor their performance and if necessary, take corrective action.
	Experience of successfully managing a team driving forward engagement and performance 
	P
	

	Good planning and organisational skills, with proven ability to prioritise and co-ordinate workloads, monitor and evaluate work, to ensure deadlines
	Demonstrates good organisational skills and able to prioritise and coordinate workloads to meet statutory deadlines and priorities across HR operations and payroll.
	P
	

	Experience of managing projects, which impact the area of specialism.
	Ability to manage a project within HR and Payroll to drive continuous improvement and service initiatives. 
	
	P

	Excellent ICT skills including Microsoft applications and specialist systems.
	Not limited to but including: 
SAP Payroll 
Excel (V-look ups, pivots) 
Word 
Powerpoint 
Teams 
	P
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to degree level or equivalent standard.
	P
	

	Relevant professional qualification - or working towards this.
	P
	

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role (tick as appropriate)
	
	P

	Ability to travel to offices in Aylesbury 
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y/N

	*For all other post regardless of whether require a Basic check or no check at all
This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Y









	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager. The G4 - G8 posts will be required to work flexibly across the services and schools to cover fluctuating work in all areas







