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Payroll and Benefits Officer













Reports to: HR Operations & Systems Manager 

Job purpose
 

Job description
Job title: Payroll and Benefits Officer 

Hours:

Salary:

Location:

Contract:

37 per week

£33,500 per annum

Northampton

Permanent

To provide an accurate, efficient and
confidential payroll and benefits
administration service across the MND
Association, taking responsibility for the
management and coordination of the full
monthly payroll cycle. 

The post holder will also be responsible for
administering employee benefits,
maintaining accurate payroll and absence
records, and managing sickness absence
reporting through the Cezanne HR system. 

Working closely with HR, Finance and
managers, the role will ensure payroll
accuracy, statutory compliance, 
effective reporting and a high-quality
employee experience. 
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Main responsibilities
 Payroll Management and Administration 

— Manage and coordinate the end-to-end
    monthly payroll cycle, ensuring employees
    are paid accurately and on time. 
— Process payroll changes, including new
    starters, leavers, contractual changes, 
    salary adjustments, overtime, 
    allowances, deductions, expenses and
    statutory payments. 
— Calculate and process statutory and
    occupational payments, including sickness,
    maternity, paternity, adoption and other
    relevant leave payments. 
— Manage the day to day operations of the
    expenses system, ensuring new starters are
    imported, queries are resolved and expenses
    are exported and processed correctly 
— Maintain accurate payroll records and
    ensure information is reconciled against 
    HR system data. 
— Complete pre-payroll checks, identify
    discrepancies and resolve errors before
    payroll is finalised. 
— Coordinate payroll authorisation and liaise
    with Finance to ensure accurate reporting
    and reconciliation. 
— Administer payroll-related statutory
    requirements, including PAYE, National
    Insurance, pension contributions and 
    HMRC submissions. 
— Support year-end payroll activities, including
    P60s, P11Ds where applicable, and other
    statutory returns. 
— Respond to employee payroll queries
    promptly, accurately and confidentially. 
— Maintain appropriate payroll controls, audit
    trails and documentation

Employee Benefits Administration 
— Coordinate the administration of the
    Association's employee benefits schemes,
    ensuring accurate enrolment, amendments
    and leaver processing. 
— Administer workplace pension
    arrangements, including contributions, auto
    enrolment, re-enrolment and relevant
    statutory communications. 
— Manage benefit-related payroll deductions
    and salary sacrifice arrangements, 
    where applicable. 
— Liaise with external benefits providers to
    resolve queries and maintain accurate
    employee records. 
— Support the annual review and renewal of
    employee benefits arrangements. 
— Provide employees with clear information
    about benefits eligibility, enrolment 
    and changes. 
— Maintain accurate benefits data and support
    reporting on uptake, costs and utilisation. 

Absence Management and Reporting 
— Take responsibility for maintaining accurate
    sickness absence records and reporting
    within the Cezanne HR system. 
— Monitor absence data to ensure sickness
    episodes, absence reasons, return-to-work
    dates and relevant documentation are
    recorded correctly. 
— Produce regular monthly and quarterly
    absence reports for HR, managers and
    senior leadership. 
— Analyse sickness absence trends, including
    absence frequency, duration, days lost, long
    term absence and departmental patterns. 
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Main responsibilities
 — Monitor absence triggers and provide

    accurate information to HR Business
    Partners to support appropriate absence
    management interventions. 
— Support the reconciliation of sickness
    absence records against payroll calculations
    and occupational sick pay entitlements. 
— Identify data inconsistencies and work with
    managers and HR colleagues to improve
    absence recording and reporting standards. 
— Contribute to HR dashboards and workforce
    management information, ensuring data is
    accurate and available within agreed
    reporting timescales. 

HR Systems and Data Management 
— Maintain accurate employee payroll,
    benefits and absence information across
    relevant HR and payroll systems. 
— Support the effective integration and
    reconciliation of data between Cezanne,
    payroll and associated systems. 
— Identify opportunities to improve system
    functionality, data quality and 
    administrative efficiency. 
— Support system testing, upgrades and
    process improvements. 
— Ensure sensitive employee and payroll
    information is managed securely and in
    accordance with UK GDPR, data protection
    requirements and Association policies. 
— Produce accurate workforce and payroll
    information to support internal reporting,
    audits and organisational planning. 

Compliance, Reporting and 
Continuous Improvement 
— Ensure payroll processing and associated
    administration comply with relevant
    employment legislation, HMRC requirements
    and internal policies. 
— Maintain documented payroll procedures
    and contribute to business continuity
    arrangements. 
— Support internal and external audits by
    providing accurate and timely payroll and
    benefits information. 
— Identify and recommend improvements to
    payroll processes, controls and reporting. 
— Work collaboratively with HR, Finance and
    other stakeholders to deliver an efficient and
    responsive service. 
— Undertake other appropriate duties
    consistent with the scope and
    responsibilities of the role.



10

Desirable criteria

 — Demonstrable experience of payroll
    administration, including processing
    monthly payroll and managing 
    payroll changes. 
— Experience of using an integrated HRIS and
    payroll system. 
— Good working knowledge of payroll
    legislation, PAYE, National Insurance,
    statutory payments and pension
    administration. 
— Experience of maintaining accurate and
    confidential employee records. 
— Experience of reconciling payroll information
    and identifying and resolving discrepancies. 
— Strong Microsoft Excel skills and experience
    of producing accurate reports. 
— Understanding of data protection and
    confidentiality requirements when handling
    personal and financial information.

— Experience of using Cezanne HR and/or
    Cezanne payroll functionality. 
— Experience of using Capture Expenses or a
    comparable expenses management system. 
— Experience of administering employee
    benefits and salary sacrifice schemes. 
— Experience of producing and analysing
    sickness absence management reports. 
— Experience of payroll processing within a
    charity or not-for-profit organisation. 
— Knowledge of payroll year-end processes,
    including statutory reporting requirements. 
— Experience of supporting HRIS or 
    payroll system improvements and 
    process automation. 
— Relevant payroll qualification, such as CIPP,
    or working towards one.

Essential criteria
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