
North Lanarkshire Leisure Ltd 
 

Job Description 

 

 
Service: North Lanarkshire Leisure Ltd 
Division:  
Job Title: Payroll Pensions & Reward Manager 
Post 
Reference: 

 
NLL 10/18 

Responsible to: Head of HR & Payroll 
Grade: Grade 8 
Work Pattern: Nominally 35 Hours 5 days over 7 days.  You will undertake the role in 

a flexible manner, working extended hours when necessary, including 
attendance at evening and weekend events and meetings  

Qualifications/        
Experience 
 
(Essential)  

Significant experience in a similar role with a proven track record of 
delivering payroll services. 
Management/supervisory experience. 
Excellent IT skills with ideally some experience of integrated 
HR/Payroll systems. 
Have a detailed knowledge and be highly proficient in interpreting 
payroll rules and legislation. 
Knowledge of occupational pension schemes and pension scheme 
administration. 
Knowledge of recognition and reward incentives and schemes. 
Ability to work to and meet multiple and tight deadlines. 
Strong commercial awareness and a strategic thinker.   

 
 
Job Outline (INC Strategic Summary and Risk Management responsibilities): 
 
Responsible for the day to day management and delivery of all aspects of the payroll 
function you will ensure that payroll policies, procedures and legislative requirements are 
adhered to and implemented to ensure that the company complies with its obligations. 
 
You will be expected to liaise with managers at all levels providing appropriate guidance, 
advice and policy preparation, communicating any potential payroll/legislative changes to 
the Head of HR & Payroll. 
 
Liaise with external agencies in respect of Tax, National Insurance and Pension Schemes 
ensuring that monthly and annual returns are correct and appropriate deadlines are met. 
 
Anticipate the implementation of new legislation/regulations and to determine the most 
appropriate method of implementing changes. 
 
Manage the payroll system input and development to continually review processes and 
working practices to maintain an up to date payroll service, whilst protecting the integrity 
and security of the payroll.    
 
     
 
  



 

Duties, Responsibilities, Key Outcomes: 
 

Overview 
 
Design procedures to ensure the integrity of payroll services are not compromised. 
 
Manage and be responsible for projects relating to your own area of work 
 
Manage plan and organise the work of the payroll function ensuring that all external and internal 
deadlines are met. 
 
Ensure that the development need of staff under your responsibility are identified and met  
 
Ensure that the payroll service provision is such that professional and consistent advice is provided 
when advising managers and staff on payroll matters. 
 
Participate in any appropriate project teams as the representative for payroll. 
 
Liaise with external agencies such as ABS our software provider on payroll system issues. 
 
Be responsible for ensuring that our Payroll system is developed in accordance with legislative 
requirements and the future needs of the organisation. 
 
Maintain regular contact with auditors both internal and external on all payroll matters including the 
integrity of our systems and procedures.  
 
Prepare on an annual basis budgetary proposals in respect of your area of responsibility for 
discussions and consideration by the Head of HR & Payroll.      
 
 
 

Specific Duties/Areas of Responsibility 
 
 You will be responsible for ensuring that all payments to employees are made timeously and 

accurately. 
 

 All payments to external bodies are made accurately and promptly to avoid financial penalty. 
 

 Maintain regular contact with HMRC, DWP, SPFO and NEST to ensure that all relevant 
information is supplied timeously and accurately. 
 

 Liaise with employees, ex- employees and pensioned employees on all payroll related matters. 
 

 Ensure that all payroll records are kept under review and up to date and comply with company 
policy and legislative requirements  
 

 Responsible for the reconciliation and payment of payroll and group taxes. 
 

 Responsible for checking and auditing all payrolls ensuring legislative and award compliance 
(tax, superannuation etc). 
 

 Responsible for ensuring that all real time and year end reporting procedures are accurate and 
submitted timeously. 
 



 Preparation and development of all necessary reports to ensure that the company has accurate 
and up to date information on all payroll related matters. 
 

 Liaise with appropriate staff in Human Resources and Finance on all payroll related matters. 
 

 Ensure that all information held on any database or personal record within your area of 
responsibility complies with all legal, governance and data protection requirements. 
 

 Ensure that adequate monitoring and audit procedures are in place to monitor and evaluate the 
standard and quality of all payroll data.   
 

 Ensure that all staff within your area of responsibility are managed and developed in 
accordance with our policies and procedures. 
 

 Participate in any appropriate internal or external working groups as required 
 

 Represent the company as necessary at any conferences, seminars meetings etc  
 

 Undertake any duties necessary to assist with or deliver any aspect of the payroll function. 
 

 Ensure that employee reward and benefit schemes are managed and processed effectively in 
relation to payroll responsibility. 
 

 Research, introduce and develop fair, equitable and competitive elements of compensation and 
benefits that fit and are aligned to NLL’s strategy and business goals. 
 

 Develop a consistent compensation philosophy in line with work culture and organisational 
objectives. 
 

 Ensure that compensation practices are in compliance with current legislation. 
 

 Assess employee’s needs by conducting surveys to find out what motivates and engages 
employees. 
 

 Deploy effective communication strategies and success metrics. 
 

 Conduct ongoing research into emerging trends, issues and best practices. 
 

 Conduct periodic audits and prepare reports. 
 

 Build and maintain relations with NLC, ABS, TPR, SPFO and NEST, attending seminars, 
forums, meetings and necessary training as required. 
 

 Processing of all types of new starters to the SPFO and NEST pension schemes and follow up 
actions. 
 

 The routine maintenance of pension data held on the Payroll system. 
 

 Recording and maintaining pension records and data relating to multiple employments. 
 

 Processing of refunds of pension contributions via the Payroll system where allowed. 
 

 Completion of all types of deferred pension benefits data. 
 



 Completion of data and calculations in relation to estimates including retirement benefits, ill 
health and redundancy. 
 

 Completion of queries from SPFO and NEST. 
 

 Upload files to NEST and authorise payment of contributions. 
 

 Review schedules and authorise payment of Childcare Vouchers to Edenred. 
 

 Submission of annual return; reconciliation and compliance certificate to SPFO within specified 
deadlines. 
 

 Provision of data and solutions to annual posting queries exercise for SPFO. 
    

 
 
Undertake such duties and responsibilities as may be required in terms of the Health and Safety at 
Work Act 1974. 
 
 
This job outline is intended to indicate the broad range of responsibilities and requirements of the 
post.  It is neither exhaustive nor exclusive but, while some variation can be expected in particular 
duties, the outline is considered to provide a reasonable general description of the post. 
 
 
 
 
 

Date: 15 March 2018 


