

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Finance
	SERVICE GROUP: Revenues, Benefits and Payroll

	POST TITLE:  Apprentice Payroll Officer
	REPORTS TO: Payroll Team Leader 

	GRADE: 
Starting from Band 5, Scale Point 13 – 

Age 16/17 – Year 1 - £   8,905 pa

                  -  Year 2 - £ 14,008 pa
Age 18 +   - Year 1 - £  12,952pa

                  - Year 2 - £  15,656 pa

Subject to age/starting qualification
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of short listing. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To undertake an Apprenticeship Scheme within the Department of Finance which will train the postholder to assist in the provision of a range of Payroll functions to ensure an effective and responsive service is carried out to strict deadlines.

This will  include the processing of pay information  to convert net rates of pay to gross and gross to net, the maintenance of accurate employee records using both IT and manual systems and provide advice, support and guidance on payroll related issues.

The apprentice will follow a programme of training relating to the payroll role and follow the training provided to achieve the appropriate skills, competencies and qualifications required for  the role by the end of the training programme.

	Main Responsibilities of Post: 

	The apprentice will work towards achieving the relevant skills, competencies and qualifications required in order to provide a wide range of administrative functions to include:

1. Ensure the prompt processing of all payroll related conditions of service issues to agreed deadlines including but not limited to salaries, increments, pay awards, overpayments, expenses and allowances in accordance with the relevant local arrangements, legislation and audit key controls in place.

2. Provide professional advice and guidance on all payroll related matters.

3. Accurately operate and advise on the use of the SAP system in payroll contexts.

4. Ensure that any overpayments are processed efficiently, effectively and according to set policies to allow for timely recovery.

5. Report any suspicions of irregular or fraudulent activity to the Payroll Team Leader for appropriate action

6. To assist in the development of systems and procedures which act as a source of both accurate and efficient payroll processing in order to produce management information.

7. To assist in supporting managers on pay related Conditions of Service issues.

8. Work closely with the Corporate Recruitment and Redeployment Team to ensure efficient systems are in place for setting up and laying new employees.  

9. To carry out other duties as required, which are reasonable in terms of the nature and
            level of the post


	Structure:


[image: image1]
Special Knowledge Requirement. Will be used for short listing. 

Essential

Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
Has understood and passed on simple information accurately to others eg how to carry out a task .
x

Has successfully carried out tasks which required the use of numeracy, literacy and transferring information accurately from one format to another. 
x

Has kept personal information confidential and not told it to others inappropriately.
x
Has followed detailed instructions to carry out a task successfully 
x
Has successfully used basic computer packages eg Word, Outlook, Excel
x
Has successfully learned and applied new skills
x



	Relevant experience requirement: (Will be used for shortlisting)


	

	Relevant professional qualifications requirement:


	GCSE Maths and English at grades A-C or able to demonstrate good literacy and numeracy through assessment before interview.

	Core Employee competencies 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

	Must be able to work as determined by contracted hours, work location and the needs of the service.

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	· Dependent on the Intermediate Level qualification at the start of the apprenticeship,

the Apprentice must achieve the qualification by the end of the Apprenticeship.
· The Apprentice will train to Intermediate Level in Business Administration
· The Apprentice must achieve the qualification by the end of the apprenticeship

	

	Compiled by:

Allan Stobbs
Date: April 2014
	Grade Assessment Date: 

	Post Grade: Band 5 / 6 / 7

	For HR use only
Apprentice Profile 

Date: Sept 2016
	SAP Input Date
	 Name of Data Inputter 


Assistant Manager -


Revenues, Benefits & 


Payroll





Payroll Team Leader








Payroll Officer


























Payroll Specialist








Apprentice 


Payroll Officer
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