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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Pay & Pensions Team Leader
	Pay, Pensions and Relocation Manager

	Location
	Department

	Headquarters
	Organisational Development Directorate
	Hours of work
	Number of hours

	Normal Office Hours	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational	None
	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	D 	No

	Level of criminal records check required
	Any additional vetting requirements 

	Disclosure Scotland - Level 2 Check	Choose an item.


Job Description

	Job Purpose

	The SPS Pay & Pension Service is a fast-paced, dynamic, and demanding environment, where our team is committed to putting customers at the heart of everything we do. We collaborate with a wide range of stakeholders across the function, including employees, managers, HR teams, business areas, as well as third-party providers such as Civil Service Pension administrators, HMRC and our payroll and benefit providers. 

Reporting to the Pay & Pensions Manager, this role will support with the day to day line management of the Pay & Pensions Team with a strong focus on customer service and efficient delivery of a comprehensive and accurate Payroll service.

This is a business-focused operational delivery role, offering a fantastic opportunity to have an impact on the way we deliver Payroll services across the organisation.

	Key Responsibilities of the Role

	1
	Accountable for ensuring all payroll and pension activity is delivered accurately, on time, fully compliant with statutory requirements, and provides a first‑class employee experience.

	2
	Line manage Payroll Officers and Administrators, ensuring completion of all payroll processing and assurance activities, maintaining up‑to‑date manuals/workflows, overseeing performance and recognition, and supporting team development plans.

	3
	Support the Pay & Pensions Manager in forward planning, managing the annual payroll timetable, and ensuring the team and wider stakeholders are fully informed of upcoming tasks, reporting deadlines, and potential challenges.

	4
	Conduct and supervise routine assurance checks, verify pay elements and discrepancies, implement quality control measures, and support audits and reporting to ensure strong governance and responsible use of public funds.

	5
	Act as the escalation point for complex payroll cases, ensuring timely resolution and collaborating with HR Operations, Business Improvement, Finance, third‑party providers and local HR teams to maintain data integrity and process compliance.

	6
	Lead the preparation and processing of HMRC annual requirements (e.g., P11Ds, PSA, EYUs, ad‑hoc tax‑affecting payments) and support the Pay & Pensions Manager in delivering process improvements and strategic interventions to enhance the payroll service and ensure it remains compliant and fit for future business needs.



Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	Minimum of five SCQF 4 or above qualifications including English and Mathematics/Arithmetic or relevant experience gained in a similar payroll role and/or environment.  

	Essential
	Attained Certificate in Payroll Practice or equivalent or willing to work towards.
	Essential
	Knowledge, Skills & Experience

	Demonstrable experience working in a complex, fast‑paced payroll environment with a strong track record of accurate payroll data administration and strict adherence to GDPR/Data Protection requirements.
	Essential
	Strong analytical and problem‑solving skills, with the ability to identify issues, carry out secondary quality assurance, prevent errors, and resolve customer queries promptly while maintaining a high‑quality customer service focus.
	Essential
	Proven ability to lead, coach and develop individuals and teams, delivering strong results through inclusive management, supporting capability development, and enabling others to perform effectively.
	Essential
	Ability to work independently and collaboratively, effectively planning and prioritising a demanding workload while building positive relationships with stakeholders, customers and external partners.  Experience using payroll systems (e.g. iTrent) is desirable.
	Essential
	Competencies for Success

	Plan & Organise	Essential

	Solve Problems & Make Decisions	Essential

	Relationships & Collaboration	Essential

	Develop Ourselves & Others	Essential
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