
 

 

 

Job Description:   Payroll & HR Administrator  Grade C9 FR2 

Responsible To: 
 HR Advisor  

Liaise With:  
 Employees at all levels of the Charity 

 Potential employees / candidates 

 Suppliers such as Recruitment Agencies, 

Context and Scope:   
Bransby Horses is an animal welfare charity employing paid staff and volunteers.  The majority are 
working directly with animals or on the farm but we also have a successful Visitor Centre and Shop, 
provide educational talks and training and raise income and awareness of the charity through 
marketing, events and other fundraising opportunities.  
 
There are approximately 170 staff.  
 
The HR team support that charity’s aspiration to be recognised as a good employer through 
increasing employee engagement, supporting managers in all areas of HR processes such as 
recruitment and selection, induction, performance management and training. 
 

Main Purpose of the Job: 
 
 To provide efficient and effective administrative support to the Human Resources team.  

 To provide an accurate, payroll and pension data processing ensuring prompt and accurate 
payments to employees. 

 Support the team to answer HR and payroll queries from employees and managers. 
 

Summary of Main Duties: 
 
Payroll 

 Data inputting with accurate and timely entry (currently for one monthly payroll); 

 Processing of all starters, movers and leavers including P45; 

 Managing employee and line manager’s queries; 

 Timesheet entry; 

 Supporting any audits; 

 P11d and P46 administration and reporting; 

 Supporting the completion of reconciliations; 

 Processing of holiday, maternity and sick pay; and 

 Processing of employee salary sacrifice, benefits, pensions and attachment of earnings etc.; 

 Assist with ad hoc payroll projects as required; 

 Support the RTI reporting and year end submissions 

 Maintain up-to-date knowledge of relevant legislation and pensions schemes 

 To support and provide cover for the HR Advisor with other payroll activities, where 
necessary. 

 
HR Operations 

 To undertake the administration of all elements of the employee life-cycle. 

 To ensure the all data on manual and computerized HR records are accurate and up to date. 



 Support the HR team with the administration of recruitment and selection. 

 Preparing and providing packs of HR related casework. 

 Minute taking where required for HR related meetings. 

 Keep track of employees on probation periods, fixed term and secondments, ensuring that 
the HR team take appropriate action where required. 

 Track and ensure the completion of return to work meetings and absence recording, 
escalating issues to the HR Advisor where required. 

 Record completed training courses and notify relevant managers of course expiry. 

 Monitor leave allowances and support managers in ensuring that leave is taken within the 
agreed period. 
 

Reporting and compliance 

 Produce monthly HR management reports and other regular reports to assist payroll, HR and 
the senior leadership team. 

 Ensure information held on the HR system is up to date and accurate.  

 Support the HR team to carry out regular audits (annually for personal data) and resolve on 
issues that arise. 

 Keep all personnel records confidential, secure and DPA (including GDPR) compliant. 
 
General Duties 

 Ensure an efficient service in line with the Bransby Behaviours. 

 Deal with confidential and sensitive information appropriately following Data Protection and 
GDPR procedures at all times. 

 Read, understand and observe the requirements of Health and Safety Policy and Procedure 
at all time.   

 Develop relationships with other departments as required and work together for the benefit of 
the charity. 

 
This is not an exhaustive list of all of the duties that may need to be undertaken.  It may be 

necessary to undertake other duties in order to fulfil the objectives of the charity. 

 

 

 

 

 

 

 

 

 

 



 

 

 

Person Specification  Requirements 

Education & 
Qualifications 

 GCSEs (or equivalent) in Maths and English grade 4 or above or 
equivalent level of experience 

 Relevant HR or payroll qualification desirable 

Experience & 
Knowledge 

 Knowledge / Experience of HR and Payroll processes 

 Experience of using HR Software, Payroll Software and reporting 

 Data entry experience 

 Experience of working in a busy office environment  

 Experience of working within the Charity sector is desirable  

Skills & 
Competencies 

 Competent in MS Office, databases and general IT 

 Excellent and confident verbal and written communication skills 

 Ability to use initiative and work independently as well as part of a 
team 

 High accuracy and attention to detail particularly with data entry 

 Organised and has the ability to prioritise a large workload 

 Numerate and literate to a high standard 
 Strong numerical aptitude and attention to detail 

 Ability to work within time limits and to deadlines 

 Understand the need for and demonstrate confidentiality as 
appropriate 

Personal Qualities & 
Expectations 

 Be self-motivated and work well independently, with minimal 
supervision 

 Be a good team player 

 Be able to work flexibly  

 Have a polite, friendly and approachable manner 

 Have the ability to learn quickly and adapt to various situations 

 Can-do attitude, ‘hands- on’ 

 Ability to promote a professional image of the charity at all times. 

Other  Be able to travel to different Bransby Horses sites 

 Due to the nature of our work occasional weekend and bank holiday 

working may be required. 

 


