Job Description

The Human Resources Department provides a cross-campus service for Stonyhurst College and
Stonyhurst St. Mary’s Hall. There are around 450 staff working on campus and on the estate, employed
in a wide range of roles including academic, administration, catering, domestic, technical services,
maintenance and grounds.

The Departmental lead is the Human Resources Director, and the team includes a HR Manager, 3 HR
Assistants and a Payroll & System Administrator.

Job Title: Payroll & System Administrator
Department: Human Resources
Responsible to: HR Director

Job Overview

Provide an accurate, effective and professional payroll and system administration provision for all
departments. The post-holder will support the day-to-day administration of the HR and payroll
systems.

Key Tasks & Responsibilities

e Input and transfer of payroll information accurately and in a timely manner into the school
information management systems and software.

e  Ensure timely monthly payroll input.

e Support all payroll audits.

e Keep the HR system up to date with accurate employee information.

e Process starters and leavers on the HR, payroll and benefit systems.

e Answer queries in a timely manner.

e Carry out regular audits on the systems to ensure data integrity.

e Produce regular system reports, working in partnership with key stakeholders across
Stonyhurst on the analysis of data and turnover.

General office administration and maintenance of employee files.

Working collaboratively with the team, providing support and help when required.

Personal Qualities/Skills

e To be thorough and have excellent attention to detail.

e Administration skills.

e  Good numerical understanding.

e  Excellent verbal and written communication skills.

e The ability to think clearly using logic and reasoning.

e To have a confident, but also warm and welcoming manner.
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¢ Understanding of and commitment to Stonyhurst’s mission and ethos.

e To have a genuine interest in providing a high quality, professional service to all Stonyhurst
employees.

e  The ability to work to deadlines, prioritising work and ensuring a customer focus

e An excellent level of ICT competence including experience of using Excel, Word and Microsoft
Outlook.

e  Proven ability to deal with confidential matters and with discretion.

General Information

e This is a full year post with a minimum of 30 hours per week.

e The College is committed to the professional development of staff and will provide and
support training opportunities as appropriate.

e Holidays — 6.4 weeks per annum, inclusive of bank holidays

e Benefits — usage of swimming pool and gym free of charge

e Pension — SEl Master Trust matched pension contributions up to 6%

e HealthShield Cash Plan, Wellness and PERKS programme

e Meals on duty, free parking, Cycle to work Scheme

The postholder must live out our values and uphold our safeguarding policy at all times. We believe
everyone has a responsibility to promote the welfare of all children and young people, to keep them
safe and to practise in a way that protects them. We are committed to equality and anti-discriminatory
practice. We will give equal priority to keeping all children and young people safe regardless of their
age, disability, gender reassignment, race, religion or belief, sex, or sexual orientation.

All staff at Stonyhurst are expected to demonstrate consistently high standards of personal and
professional conduct, having proper and professional regard for the ethos, policies and practices of
Stonyhurst, and must maintain high standards in their own attendance and punctuality. Staff must have
an understanding of, and always act within, the statutory frameworks which set out their professional
duties and responsibilities.

All staff members at Stonyhurst play an integral role in building a safe, happy, purposeful and positive
environment for Stonyhurst pupils. Therefore, all members of staff are expected to play a part in the
positive promotion of the College, and likewise, are expected to ensure that their words and actions
at the College, online or in public are in no way contrary to our ethos.

Stonyhurst and Stonyhurst St. Mary’s Hall are committed to safeguarding and promoting the welfare of
children and young people and expect all staff and volunteers to share this commitment.

The successful candidate will be subject to an enhanced DBS check.
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