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ROLE PROFILE

	General Details

	Role
	Recruitment, Payroll & Workforce Data Officer

	Vacancy Number
	VN0137/26

	Department
	HR

	Reporting to
	Head of HR

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week

	Salary
	£29,192 - £34,583

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to deliver accurate and timely payroll administration while overseeing the full employee lifecycle administration across the College.

The postholder is responsible for the end-to-end administration of recruitment, onboarding, employment changes and leavers, ensuring data accuracy, compliance and a high-quality employee experience.

The role also holds operational responsibility for payroll processing, HR systems data integrity and workforce reporting to support managers, finance and statutory requirements.

Working closely with the HR team, the role ensures compliance with safer recruitment, GDPR and payroll legislation, and supports continuous improvement of HR operational processes.


Main Duties and Responsibilities
The successful applicant will be expected to:
Payroll Operations
· Administer monthly payroll processes for all staff.
· Process starters, leavers, contract variations, overtime and variable claims.
· Liaise with payroll provider and ensure accurate submission of payroll data.
· Undertake payroll validation checks prior to pay run.
· Resolve payroll queries professionally and within deadlines.
· Administer TPS and LGPS submissions and auto enrolment.
· Support HMRC RTI submissions and year-end processes.
· Maintain payroll records in line with audit requirements.
· Ensure payroll is processed in line with statutory legislation and internal policies. 
· Reconcile payroll data against HR records to ensure accuracy. 
· Support audits and respond to payroll queries from external bodies where required.

Recruitment & Selection

· Coordinate end-to-end recruitment administration across the College.
· Prepare and publish job advertisements and support attraction activity.
· Administer the applicant tracking process, including shortlisting documentation and interview coordination.
· Ensure compliance with safer recruitment requirements, including right to work, references, DBS and pre-employment checks.
· Maintain accurate recruitment records and audit trails.
· Provide guidance to hiring managers on recruitment processes and documentation.

HR Operations & Employee Lifecycle

· Administer the full employee lifecycle from onboarding through to exit.
· Manage onboarding processes including contracts, offer letters, and induction administration.
· Ensure all employment documentation (contracts, variations, letters) is issued accurately and in a timely manner.
· Maintain and monitor the Single Central Record (SCR) ensuring compliance at all times.
· Track and administer probation, appraisal, absence and contractual changes.
· Manage the leaver process including final payroll inputs and documentation.
· Maintain accurate employee records within the HRIS.
· Act as the first point of contact for HR administrative queries from staff and managers.
Workforce Data & Reporting
· Produce regular workforce reports including headcount, FTE, absence, turnover, overtime and agency usage.
· Maintain and develop the HR KPI dashboard.
· Conduct regular data validation and cleansing exercises.
· Provide data for statutory returns (DfE workforce census, TPS/LGPS returns, HMRC).
· Support senior leaders and Governors with workforce metrics and analysis.
· Identify trends and highlight anomalies within workforce data.
· Contribute to continuous improvement of workforce reporting processes.
Systems & Data Integrity
· Act as system champion for HRIS data accuracy.
· Ensure compliance with GDPR and retention policies.
· Support system/process improvements.
· Maintain audit-ready electronic personnel records.
· Support implementation of reporting improvements and dashboards.
· Ensure compliance with GDPR and data protection legislation across all HR processes. 
· Maintain data retention and disposal processes in line with policy. 
· Support internal and external audits relating to HR, payroll and safeguarding data.
Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.






PERSON SPECIFICATION

EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. Level 2 Qualification in Maths & English (GCSE A* - C)
	✓
	
	A/C

	2. Hold or working towards relevant HR or Payroll Qualification (CIPD Level 3 or CIPP Level 3) 
	✓

	
	A/C

	3. Experience in end-to-end HR administration across the employee lifecycle, including recruitment and onboarding.
	✓
	
	A/I

	4. Experience processing payroll changes and liaising with payroll providers.
	✓

	
	A/I

	5. Experience maintaining HR systems and producing workforce reports.
	✓
	
	A/I

	6. Experience working to deadlines in a compliance-driven environment.
	✓

	
	A/I

	7. Understanding of UK payroll processes and statutory compliance including understanding of GDPR and data handling within an HR environment.
	✓

	
	A/I

	8. Understanding of safer recruitment and safeguarding requirements.
	✓

	
	A/I

	9. Understanding of workforce metrics (FTE, absence, turnover).
	✓

	
	A/I

	10. Strong attention to detail and data accuracy.
	✓

	
	A/I

	11. Intermediate Excel skills (pivot tables, lookups desirable).
	✓

	

	A/I

	12. Ability to analyse workforce data and identify trends.
	✓
	
	A/I

	13. Ability to manage competing payroll and reporting deadlines.
	✓
	
	A/I

	14. High level of confidentiality.
	✓

	
	A/I

	15. Experience within Further Education or education sector.
	
	✓

	A/I

	16. Experience working with TPS and LGPS.
	
	✓
	A/I

	17. Experience using HRIS reporting tools
	
	✓
	A/I

	18. Ability to create simple dashboards or summary reports.
	

	✓

	A/I

	19. Experience using recruitment or applicant tracking systems

	
	✓

	A/I

	20. Experience supporting audits or compliance activity

	
	✓

	A/I


ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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