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Job Description


	Function:
	Payroll

	Position:  
	Payroll Controller

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Payroll Control Manager

	Additional reporting line to:
	

	Position location:
	

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	· The production of accurate and timely Sodexo payrolls in accordance with statutory legislation and reporting, Company policy and contractual terms and conditions.
· Ensure accurate reporting of payroll costs and results within the Sodexo financial general ledgers and balance sheets.





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Produce the Sodexo payrolls ensuring accuracy and completeness in all areas e.g., Gross to net calculation, financial postings, payslips, payment files, auto-enrolment
· Ensure accurate and timely statutory reporting to HMRC and Irish Revenue in respect of UK/ROI employer liabilities - including post tax year-end adjustments
· Provide for Interim BACS/SEPA Payments, BACS recalls and manual payment calculations inc. overpayments
· Process relevant data in support of agreed policy/schemes e.g., Childcare vouchers, Mileage, Loans
· Reconciliation of the allocated Payroll balance sheet accounts 
· Reconciliation and settlement of third-party providers including Unions, Other Voluntary schemes, Childcare vouchers
· Ensure that all data changes are independently checked using SAP standard Audit trail
· Produce and distribute the 1301 finance report to agreed recipients
· Provide support and advice to the business in respect of all payroll related matters
· Ensure the security and confidentiality of the organisational payroll system and employee data
· Inform the Payroll Control Manager of any failure to adhere to agreed process and policy
· Support the Payroll team by contributing to BAU administration



	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Must be adaptable to change
· Payments to employees are compliant with statutory and contractual entitlements
· 




	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
· Sodexo payrolls are completed in line with the payroll checklist and employees are paid on time
· Key relationships with stakeholders, customers and other Sodexo teams are maintained
· Compliance and audit controls are adhered to and passed
· Ownership is assumed for the resolution of queries and issues
· Contributes to process improvement and knowledge sharing across the team





	2. 5. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	
· UK Payrolls: 17 weekly, 24 monthly
· ROI Payrolls: 1 weekly, 1 fortnightly, 1 monthly
· 13 tax accounts
· Approx. 30,000 payslips a month produced




	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	Essential
· Full understanding and knowledge of statutory legislation and compliance 
· Good Excel/Word skills
· Excellent communication skills
· Five years payroll experience 
· Ability to prioritise workload
· Ability to work to tight deadlines 
· Good customer skills

Desirable
· Knowledge of ROI payroll and legislation
· Experience of using SAP HR/Payroll
· VBA/Macro skills



	




	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	





















Levels
	
	· 
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