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	ROLE PROFILE

	Job title
	Payroll Team Leader

	Date
	May 2026

	Business
	Samworth Brothers

	Department
	Group Payroll

	Location
	Oak Meadow, Leicester

	ROLE SUMMARY (main purpose)

	This role will primarily focus on preparing and processing all Company Payrolls accurately and on time, paying particular attention to Government legislation and Company reporting requirements.  You will support the Group Payroll Manager where appropriate and will work closely with the Payroll Administrators to help improve their knowledge.  A large part of the role will be processing pension returns for the various schemes we have throughout the group.  You will also be involved with all year-end activity and testing within the system.

	REPORTING STRUCTURE

	
Reports to
	 Group Payroll Manager

	
Direct & indirect reports
	 Along with other Team Leader support 9 Payroll Administrators

	
Key internal stakeholders
	 Payroll Team, Personnel Teams, Line Managers, System Support Team

	
Key external stakeholders
	 People XD (Access Group), HMRC, Aviva, NEST, Peoples Pension

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES

	· Support with both weekly and monthly payrolls for all businesses within the Group
· Promote standardisation and the provision of a high-quality service adopting where necessary a lead by example ethos
· Production of a timely, accurate and cost-effective service to the business
· Processing of PAYE and NIC and communication to the HMRC
· Responsible for the correct processing of holiday, sick and statutory payments
· Responsible for company pension scheme deductions and associated administration paperwork
· Responsible for voluntary and compulsory deduction schemes
· Process new starters on the system
· Calculate final payments for leavers
· Working with colleagues to resolve any pay queries they may have
· Collecting, collating and analysing Group Data for audit purposes
· Ensure system is set up correctly to ensure colleagues are paid correctly


	QUALIFICATIONS, EXPERIENCE, SKILLS / KNOWLEDGE

	
Qualifications
	Any payroll qualifications will be looked upon favorably

	
Experience
	Previous payroll leadership experience, 18 months minimum
Experience of working with cloud based systems, ideally Access – People XD

	
Skills/ Knowledge
	Computer literate, including Microsoft Word, Excel, PowerPoint, SharePoint, Outlook & Office 365. Excel skills to be advanced, experience collecting data from multiple workbooks, usings PIVOT tables, look ups and an array of advanced formulas. 




	PERSONAL ATTRIBUTES & BEHAVIOURS

	· Develops and maintains positive working relationships with others, a team player
· Shares ideas and information
· Accurate, detailed and thorough approach
· Able to work under pressure, self-motivated – driven to achieve results
· High customer service ethic – is passionate about meeting customer / wider business needs


	COMPETENCIES FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times

	Customer Service
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism

	Flexibility & Adaptability
	The ability to change and adapt your behaviour or work procedures when there is  a change in the work environment, for example as a result of changing customer needs

	Initiative & Taking Ownership
	Steps up to take personal responsibility and accountability for tasks in line with PQP and Federalism.
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