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Payroll and Finance Administrator
Role Description

[bookmark: _GoBack]Position: 		Payroll and Finance Administrator

Salary: 		£27,545 per annum, pro rata

Hours: 		20

Reports To: 		Finance Manager

Direct Reports:  	None

Area: 			Derbyshire / Nottinghamshire

Base: 			3 Park Road, Ripley, Derbyshire, DE5 3EF

Contract Length: 	Permanent

Derbyshire Carers Association is a local charity based in Derbyshire that supports children and adults who care for a family member, friend or partner who needs help because of illness, disability, mental health issues, frailty or addiction. As a growing charity, we now deliver services for Carers and professionals throughout Derbyshire and Nottinghamshire. To support our growth, we are recruiting an experienced Payroll and Finance Manager to join our dedicated and supportive team.  

Overall Objective:  DCA are looking to appoint a highly organised and diligent Payroll and Finance Administrator to process our charities payroll alongside other finance administration. The Payroll and Finance Administrator will support the Finance Manager in the effective and efficient operation of the Finance department by  ensuring our resources are managed responsibly, transparently, and in line with charitable best practice.

Main Responsibilities: 
Payroll
· Process monthly payroll for staff, ensuring accuracy and confidentiality
· Administer pensions, statutory payments (SSP, SMP, etc.)
· Maintain payroll records and respond to payroll queries
· Liaise with external payroll providers where applicable

Finance Administration
· Maintain accurate financial records using SAGE software
· Carry out bank reconciliations and monitor cash flow
· Assist with month-end and year-end financial processes
· Support preparation of financial reports for management and trustees
· Ensure compliance with internal financial controls and charity regulations

General & Support
· Maintain organised financial filing systems (digital and paper)
· Support annual audits 
· Provide general administrative support to the Finance Manager
· Work collaboratively with colleagues across the organisation

To undertake other reasonable duties associated to the role.   In addition to your normal duties, due to the fact that DCA is a small organisation, you will be required to undertake other duties from time to time as the Charity may reasonably require.

Job description’s may be reviewed from time to time to take into account the changing circumstances and developments of the Charity, following discussion with the post holder
Payroll and Finance Administrator
Person Specification:


	Attributes
	E/D

	
General

	
· Strong attention to detail and high levels of accuracy
· Understanding of confidentiality and data protection
· Ability to manage deadlines and work independently
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Qualifications and Training 

	
· AAT qualification or equivalent experience
· Payroll qualification or equivalent experience.
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Experience

	 
· Experience of payroll processing and finance administration
· Experience working in the charity or voluntary sector
· Experience using payroll software and pension auto-enrolment
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Knowledge, skills and abilities

	
· Good working knowledge of accounting software and Excel
· Good communication skills and a collaborative approach
· Knowledge of charity finance and funding restrictions
· 
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Personal Qualities


	
· Commitment to the charity’s mission and values
· Flexible, proactive, and willing to support a small team
· Honest, reliable, and trustworthy

	
E
E
E




 

i
n
f
o@
derby
s
h
i
r
e
c
a
r
e
r
s
.
c
o.
u
k
derbyshirecarers.co.uk
01773 833833

i
n
f
o@
derby
s
h
i
r
e
c
a
r
e
r
s
.
c
o.
u
k
derbyshirecarers.co.uk
01773 833833

image7.png
£,
S0

OERBYg

c4 3

>
73
13
o
>

N>

Derbyshire
Carers
Association

01773 833 833
info@derbyshirecarers.co.uk
www.derbyshirecarers.co.uk




image2.png




image3.png




image5.png




image6.png




image1.png




image4.png




