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ROLE PROFILE

	General Details

	Role
	People Services Team Lead

	Vacancy Number
	VN0219/26

	Department
	People Services

	Reporting to
	Director of People

	Responsible for
	Recruitment, Payroll & Workforce Data Officer team (2 posts)

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week

	Salary
	£37,728 - £41,888

	Terms & Conditions
	Business Support Staff

	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 People Services Team Lead is a leadership role responsible for the operational delivery of recruitment, payroll administration and workforce data services across the College, reporting directly to the Director of People and working closely with the Head of People Services.
The postholder will lead and manage the Recruitment, Payroll & Workforce Data Officer team, driving performance, service quality and a strong customer experience for staff, managers and candidates across the College.
The role will champion the College to gain Disability Confident accreditation and Armed Forces Covenant/Veterans pledge commitments within recruitment, and provides support to the management of the College’s outsourced payroll contract and oversight of the monthly payroll cycle.
The postholder is responsible for ensuring the highest standards of data quality and integrity across recruitment, payroll and workforce information, and for full compliance with safer recruitment standards and Keeping Children Safe in Education (KCSIE) requirements.
A key part of the role is the development of robust monthly, quarterly and annual workforce reporting and KPIs (including reports such as gender pay gap and wider workforce metrics), providing insight and assurance to senior leaders, and the People & Culture Standing Group.
This is an ambitious, hands-on leadership role suited to someone who uses initiative, drives continuous improvement and is confident operating at pace in a fast-moving, compliance-driven environment.
Main Duties and Responsibilities
The successful applicant will be expected to:
Leadership & Team Management
· Lead and line manage the Recruitment, Payroll & Workforce Data Officer team (2 posts), setting clear objectives, priorities and performance standards.
· Coach, develop and performance manage direct reports, supporting their professional growth and building capability across the function.
· Act as the operational lead for recruitment, payroll administration and workforce data, deputising for the Head of People Services as required.
· Drive a culture of high performance, accountability and continuous improvement within the team.
· Use initiative to identify service risks and improvement opportunities, escalating appropriately to the Head of People Services and Director of People.
Recruitment & Employer Accreditation
· Oversee the end-to-end recruitment function, ensuring an efficient, compliant and positive candidate and hiring manager experience.
· Lead the College’s Disability Confident accreditation, ensuring the scheme’s commitments are embedded in recruitment practice and reported on as required.
· Lead delivery of the Armed Forces Covenant / Veterans pledge commitments within recruitment, championing inclusive routes into employment for veterans and reservists.
· Ensure recruitment activity supports the College’s wider equality, diversity and inclusion aims and attracts a diverse range of applicants.
· Oversee the applicant tracking system and recruitment processes, ensuring consistency, efficiency and a strong employer brand.
Payroll Oversight
· Oversee the monthly payroll process end-to-end, ensuring accuracy, timeliness and compliance with statutory and contractual requirements.
· Support the management of the outsourced payroll contract, acting as a key point of contact and monitoring contractual and service performance.
· Ensure robust validation, reconciliation and sign-off processes are in place prior to each pay run.
· Oversee resolution of complex or escalated payroll queries, ensuring a professional and timely response.
· Ensure payroll processes remain compliant with relevant legislation, pension scheme requirements (TPS/LGPS) and HMRC obligations.
Service Quality & Continuous Improvement
· Establish and embed mechanisms to measure customer (staff and manager) satisfaction with People Services delivery, including recruitment and payroll.
· Use feedback and service data to drive continuous improvement of processes, systems and the overall service experience.
· Develop and monitor service standards and turnaround times, ensuring the team consistently meets agreed expectations.
· Identify opportunities to streamline and digitise processes to improve efficiency and the employee experience.
Data Quality, Compliance & Safeguarding
· Ensure the integrity, accuracy and security of all recruitment, payroll and workforce data held within HR systems.
· Ensure full adherence to safer recruitment standards and Keeping Children Safe in Education (KCSIE) requirements across all recruitment activity.
· Own and maintain the Single Central Record (SCR), ensuring it is accurate, complete and audit-ready at all times.
· Ensure compliance with GDPR and data protection requirements across recruitment, payroll and workforce data processes.
· Support internal and external audits relating to recruitment, payroll, safer recruitment and workforce data.
Workforce Reporting & KPIs
· Develop and deliver monthly, quarterly and annual workforce reports for senior leaders, the People & Culture Standing Group and Governors.
· Own and continuously develop the People Services KPI suite, including recruitment, payroll and workforce metrics (e.g. headcount, FTE, turnover, absence, agency usage).
· Lead on annual EDI report and the gender, disability and ethnicity pay gap reporting and analysis, ensuring accurate calculation, narrative and timely statutory publication.
· Analyse workforce data to identify trends, risks and opportunities, providing insight and recommendations to inform decision-making.
· Provide accurate and timely data for statutory returns (e.g. DfE workforce census, TPS/LGPS returns, HMRC).
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.
· 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) or equivalent.
	✓
	
	A/I

	2. CIPD Level 5 (or above) qualification, or working towards, or equivalent demonstrable experience.
	✓
	
	A/I

	3. Significant experience in a senior HR/People Services operational role, including recruitment and payroll administration.
	✓
	
	A/I

	4. Proven experience of managing or supervising a team, including setting objectives and managing performance.
	✓
	
	A/I

	5. Experience overseeing or working closely with outsourced payroll provision and monthly payroll processing.
	
	✓
	A/I

	6. Experience of safer recruitment practice and statutory safeguarding requirements (e.g. KCSIE).
	
	✓
	A/I

	7. Experience developing and delivering workforce reports and KPIs to senior stakeholders.
	✓
	
	A/I

	8. Experience leading or contributing to employer accreditations (e.g. Disability Confident, Armed Forces Covenant).
	
	✓
	A/I

	9. Strong working knowledge of UK employment legislation, GDPR and data protection as applied to HR and payroll.
	✓
	
	A/I

	10. Ability to use initiative, make sound judgements and drive service and performance improvement.
	✓
	
	A/I

	11. Strong stakeholder management skills, able to build credible working relationships across all levels of the organisation.
	✓
	
	A/I

	12. Strong analytical skills with the ability to interpret workforce data and translate into meaningful insight and action.
	✓
	
	A/I

	13. Advanced Excel/data analysis skills (e.g. pivot tables, dashboards, reporting tools).
	✓
	
	A/I

	14. Excellent written and verbal communication skills, with the ability to influence at a senior level.
	✓
	
	A/I

	15. High level of resilience, ambition and personal drive, with a track record of achieving results.
	✓
	
	A/I

	16. High level of confidentiality and discretion.
	✓
	
	A/I

	17. Experience within the Further Education or wider education sector.
	
	✓
	A/I

	18. Experience of gender, ethnicity & disability pay gap reporting and analysis.
	
	✓
	A/I

	19. Experience with TPS and LGPS pension schemes.
	
	✓
	A/I

	20. Experience using HRIS/applicant tracking system reporting tools to build dashboards.
	
	✓
	A/I

	21. Experience supporting or leading on internal/external audits relating to HR, payroll or safeguarding.
	
	✓
	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 People Services.
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, with occasional travel as required.
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