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	Job Title: HR & Payroll Officer 

	Business Unit: Human Resources

	Location: Barnsley, S75 1JN 

	Reports to: HR Director

	Reports: None

	Purpose: The HR & Payroll Officer will be responsible for managing payroll processes, maintaining employee records and supporting various HR functions through a generalist approach. This role requires a high level of accuracy, confidentiality, and the ability to handle sensitive information whilst providing advice and guidance to all levels of the business on a range of HR and Payroll related topics. 



	Key Accountabilities:
· Payroll Management: Process payroll accurately and on time, including calculating wages, deductions and benefits
· Employee Records: Maintain and update employee records, ensuring all information is accurate 
· HR Support: Support with day-to-day HR tasks and provide advice and guidance
· Compliance: Ensure compliance with employment law and company policies and assist with audits and reporting
· Benefits Administration: Manage employee benefits programs, including health insurance, retirement plans
· Employee Inquiries: Address employee questions and concerns regarding payroll, benefits, and HR policies.
· Data Management: Use HR software to manage employee data and generate reports as needed
· Continuous Improvement: Identify opportunities to improve HR and payroll processes and implement best practices

	Are You the Right Person for this Role?

	Essential Knowledge, Skills and Experience: 
· Proven experience within a generalist HR role
· Experience of administering monthly payroll function either in-house or via a third party provider
· Meticulously methodical with an acute attention to detail
· Confidence and ability to communicate via written and spoken methods
· Experienced with data protection regulations 
· Intermediate MS Office skills with previous experience of payroll/procurement systems 

Desirable:
· CIPD Level 3 or CIPP Level 3 qualification
· Experience working with geographically-remote customer groups


Ancala Water Services is committed to creating a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, colour, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran status
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