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North Lanarkshire Leisure Ltd 
 

Job Description 
 
Section: Payroll   
Job Title: Senior Payroll Technician  
Reference: NLL 11/18 
Responsible to: Payroll, Pensions & Reward Manager  
Grade: 6 

 
 

Job Outline: 
   
Assist with the day to day delivery of all aspects of the payroll function and adhere to payroll 
policies, procedures and legislative requirements to ensure that the duties are carried out 
effectively, efficiently and accurately. Assist the Payroll, Pensions & Reward Manager to plan, 
schedule and manage the workload of the Payroll team, with responsibility for allocated payrolls. 
 
 
Main Duties and Responsibilities: 
 
1. To promote the Company’s Core Values through personal behaviour and by challenging 

behaviour in others that is contrary to the core values. 
 

2. Ensuring that the Company’s policies, procedures and guidance are followed at all times. 
 

3. Ensure payments to employees are made timeously and accurately. 
 

4. Provide payover information to Finance to support accurate and prompt payments to external 
bodies to avoid financial penalty. 
 

5. Liaise with HMRC, DWP, SPFO and NEST to ensure that all queries and relevant information 
is supplied timeously and accurately. 
 

6. Liaise with current and former employees on all payroll related matters. 
 

7. Collect and monitor performance data e.g. Payroll KPIs and other metrics. 
 

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

9. Contribute to the preparation, processing, control and reconciliation of payroll input and all 
payments and deductions. 
 

10. Maintain up to date knowledge of policies and procedures, together with relevant statutory or 
legislative requirements, in order to advise staff as well as other internal and external agencies. 
 

11. Support the Payroll, Pensions & Reward Manager to check and audit all payrolls to ensure 
legislative and award compliance (tax, superannuation etc). 
 

12. Assist with all real time and year end reporting procedures to ensure they are accurate and 
submitted timeously. 
 

13. Liaise with appropriate staff in Human Resources and Finance on all payroll related matters as 
required. 
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14. 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. 
 

15. Contribute to the monitoring and audit procedures in place to ensure the standard and quality 
of all payroll data.   
 

16. Assist with the effective management and processing of employee reward and benefit schemes 
in relation to payroll responsibility. 
 

17. Contribute to the assessment of employee’s needs by assisting in the provision of surveys to 
find out what motivates and engages employees. 
 

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

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

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

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

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

23. Completion of all types of deferred pension benefits data. 
 

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

25. Completion of queries from SPFO and NEST. 
 

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

27. Undertake any other duties as required and provide cover in the absence of the Payroll, 
Pensions & Reward Manager. 
    

 
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. 

 


