Essex
Wildlife Trust

Senior Payroll & HR
Systems Officer

We have an opportunity for a suitably qualified payroll professional
to join our People and Culture team at Essex Wildlife Trust.

About Essex Wildlife Trust

We are the county’s leading nature conservation charity, committed to
protecting wildlife and inspiring a lifelong love of nature. We are proudly
one of the largest Wildlife Trusts in the UK.

This is the most important decade in the history of nature conservation
and an exciting time to be joining us. If we are to tackle the climate crisis
and the ecological crisis, we need the best people to rally around
environmental protection.

Abbotts Hall is Essex Wildlife Trust’s head office, situated on a beautiful
700-acre nature reserve on the Blackwater Estuary.

Our values are Impactful, Collaborative, United and Proactive.



Our people are at the heart of everything we do, and our
People and Culture team plays a key role in creating an
environment where our people can thrive. The HR
Information Systems (HRIS) oversees HR
administration, managing the employee lifecycle,
ensuring legal compliance, and supporting the
development and implementation of HR policies.

The Senior Payroll and HR Systems Officer is
responsible for leading on and transacting the accurate
processing of the monthly payroll and is the main point
of contact with the Trust’s managed service provider.

You will also ensure the effective management of the
HRIS, and develop our insight and reporting
capabilities. This role ensures compliance with relevant
regulations, maintains data integrity, and provides
technical support to the HR team. As technical
specialist, this role makes a crucial contribution in

implementing the migration to a new integrated payroll
system.




The role will support the Trust to attract, develop and
retain the best talent by instilling a culture of high
performance and continual improvement, delivering
high impact and developing the individual and
collective expertise to become an employer of choice
and align with the scale of future demands.



The People and Culture
Directorate

The People and Culture team is close-knit and
collaborative encompassing HR, Volunteering,
Culture and Learning & Development — with all the
associated elements (payroll, recruitment,
mandatory training, policies and procedures,
professional development, people management —
and much more!).

We have recently implemented a new and dynamic
HR system (People First), which will support the post
holder in a number of their workstreams and
deliverables. We work hard to ensure everyone at the
Trust has a positive experience, with a strong culture,
clear expectations, professional processes and
procedures to support, and the required training and
development to deliver their roles and grow in their
career with us. The team is innovative, creative, and
high performing and we all work flexibly.

We are an engaging team of individuals, curious,
questioning, explorative; we love to introduce
innovations and new ways of working and seek
solutions to improve the working experience - for
ourselves in the People and Culture team and for
others. We are communicators — we like to talk, to

share, to engage and to embrace diversity of thinking.
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Job Description
Payroll

Lead on and transact the monthly payroll for the Trust and be the main point of contact with the Trust’s managed
service provider.

Ensure that all payroll transactions are accurate and in line with legal and compliance requirements and company
policies and maintain all files and systems accurately.

Responsible for reviewing payroll reports and payslips to ensure post, pay, pension and payroll changes have been
actioned with the payroll provider, and highlighting any errors for correction.

Ensure the accuracy of the final payroll reports for salary payments, and that reports are authorised appropriately.
Work closely with the HR team and managed service provider to implement the HRIS payroll software migration
project.

Deliver expert advice on payroll matters to the Trust.

Work with the managed service provider to ensure the correct administration of employee benefits, pensions, and
other transactions and deductions.

Review the internal payroll process and policy, identify and implement improvements in payroll workflows.
Maintain and optimise payroll systems and processes to enhance efficiency and accuracy.

Conduct manual calculations as necessary.

Liaise with Finance colleagues as required.

HRIS and Data Management

Oversee the day-to-day operations of the HRIS, including system configuration, data integrity, and troubleshooting.
Review the outstanding HRIS issues log and ensure all issues are rectified, working closely alongside the HRIS
service provider.



Provide user training and develop documentation for users as relevant.

Oversee data entry, auditing, and quality assurance processes to ensure accurate and up-to-date employee
information.

Generate regular and ad hoc reports, dashboards, and analytics to support HR and organisational decision-making
(using systems, PowerBl and spreadsheets).

Drive our systems roadmap, helping us to become more effective and efficient and enabled through automation
and self-service.

Maintain compliance with data protection regulations (GDPR).

Assess current HR processes and recommend automation or system enhancements to improve efficiency.
Collaborate with the HR team to streamline workflows, ensure alignment with best practices and develop
processes and practices that support efficiency and collaboration.

Ensure the security of HRIS data by managing system permissions and user access.

To undertake any other duties which are commensurate with the role.






Knowledge and Skills

e Professional payroll qualification (CIPP Diploma/Degree or equivalent) or strong payroll knowledge and experience
of managing and processing payroll in the UK.

e Strong understanding of HR / Payroll operations processes and systems, including compliance.

e Proficiency in HRIS platforms and strong HR data analytical skills, IT skills and experience of Power BlI.

e Report writing experience (HRIS). Proficient at designing reports and dashboards against KPlIs to provide insights
and inform decision-making in relation to people management.

e Comprehensive understanding of payroll systems, regulations, and best practices.

e Exceptional attention to detail and organisational capabilities.

e Experience with payroll software applications and Microsoft Office suite.

e Knowledge of UK employment law and HR best practices.

e Strong communication and interpersonal skills, with the ability to engage and influence stakeholders at all levels.

e Problem-solving skills, with a proactive approach to resolving issues and improving processes.

e Collaborative and adaptable, able to work effectively in a fast-paced environment and support the HR team.

Additional Information
e Therolerequires an interest in working for a charity that is determined to protect wildlife for the future and for the
people of Essex.
e Theroleis based at Great Wigborough, with hybrid working available.



Terms

This role is a permanent position working 37.5 hours per week
(Monday to Friday from 9:00am to 5:00pm).

The salary for this postis £32,500 per annum and is based at our
Head Office location at the beautiful Abbotts Hall in Great
Wigborough. Essex Wildlife Trust offers flexible homeworking
arrangements and further details of the hybrid-working
arrangements will be shared at interview.

Annual leave entitlement starts at 26 days per annum increasing
annually to 29 days plus Bank Holidays. We provide company sick
pay increasing with length of service, an employee assistance
programme, a combined 8% contribution pension scheme (3%
from employees), staff social days, peer nominated Merit scheme
and discounts in our Nature Discovery Centres.

How to Apply

To make an application, please complete an online application
form on our website by 9am on Thursday 5 June 2025. Interviews
will be held the week commencing 9" June at Abbotts Hall.

Thank you for your interest in this position and | look forward to
receiving your application.






