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	Job title
	Consultant - Payroll
	Job family
	Zellis Managed Services

	Grade
	TBC
	Reports to
	Team Manager/Service Manager

	Location
	Hybrid (Office, home)
	Team size
	No direct or indirect reports



	About the role:

	5+ years of payroll experience (at least 2+ years are UK payroll experience) 
CIPP qualified or can demonstrate relevant experience
Experience in addressing IT related requirements, incidents and activities
Developing and supporting payroll colleagues
Exposure to management reporting and how reports are constructed and analysed 

	Role accountabilities and responsibilities:

	Lead on the resolution of complex customer escalations, queries and service incidents and facilitate root cause analysis
• Overall ownership of the daily payroll and HR Admin schedule, escalating any overdue tasks for support and confirming at COB all scheduled tasks have been completed and
all data submitted by the customer has been successfully updated in the relevant system
• Quality Assurance of onshore and offshore work and audit against process
• Final review and sign off the payroll in line with the Managed Service Standard Operating Procedures (SOPs) including successful transmission of BACS & FPS data
• HMRC & Third parties period reconciliation and reporting
• Ownership of year-end processing
• Adherence to SLAs and deadlines are met and immediate escalation
• Resource planning and organisation of the work to ensure that client delivery is consistent every month and ensuring that payroll tasks are allocated to Senior
Specialists/Specialists/Associates appropriately
• Deputises for the Team Manager or a Senior Consultant, and plays a proactive role in developing others through coaching and mentoring across the team across Senior
Specialist, Specialist and Associate levels
• Embed the RACI between the offshore and onshore teams
• Ensure the payroll and HR Admin processes, service standards and outputs meet customer requirements
• Provide customers with highly professional responses based upon outstanding knowledge of the Zellis service offering, the customer service agreement and your payroll
expertise
• Complete Monthly MI reporting on payroll accuracy (and HR Admin where relevant) on time and with a high level of accuracy
• Completemanagement information for self as requested
• Identify, suggest and deliver ways in which systems and process/procedures can be improved for ultimate efficiency to enhance the business.
• Raise areas where processes are deviating from standard work instructions to design authority forum for correction/approval to ensure we are always operating in a
compliant way

	Special circumstances / Other requirements e.g. travel requirements, working arrangements etc

	





	About Zellis Group

	We are Zellis Group. The UK and Ireland’s leading provider of pay, reward, analytics and people experiences.
Zellis Group consists of three companies - Zellis, Moorepay and Benefex - who provide services to different customers and have the autonomy to design and deliver products to meet their unique needs. We are three distinct and successful businesses, but there is power as a group.
Our overall purpose is to power exceptional employee experiences so you and your people do better.

Our history
We have over 50 years of heritage and industry experience – and we’ve been ahead of the curve throughout.
More than half a century ago, we were founded as Peterborough Data Processing. Quite a lot has changed since then – not least our name.
We were acquired by Northgate, becoming NorthgateArinso in 2007 and NGA Human Resources UK and Ireland in 2014, where we were joined by Moorepay. In 2018, the UK and Ireland division was sold to Bain Capital and now we operate as a standalone company.
After acquiring Benefex, we’re now even better equipped to serve the complex needs of our customers.
In September 2020 we launched Zellis HCM Cloud, the exciting next evolution of ResourceLink, our flagship payroll and HR solution. 

We’re proud of our culture
At Zellis we work hard to create a culture where people want to join, belong to, and be part of a progressive organisation. We’re committed to recruiting and retaining a diverse and inclusive workforce that is representative of the customers we serve and the communities we operate in.

Our values, which were defined with input from all of our 2,000 colleagues, are not empty words on a poster. They reflect who we are, and how we operate as a business.
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Unstoppable together

We are inclusive, celebrate differences
and work together to achieve
exceptional results.

Always learning

We build expertise in ourselves and
others, always looking for better ways.

Make it count

We are accountable for what we do and
the impact we have.

il

Think scale

We build for the future, creating
repeatable, simple and scalable
solutions.
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