Disability North 
Job Description

Job Title:


Payroll Assistant

Team:


Support Services 

Responsible to:

Payroll Manager

Working Hours:

21 hours per week


Job Summary:

To provide assistance and support with the running of the payroll service and general administration within Disability North.

Specific Duties:

· Assist with the processing of wages for payroll plus & standard clients
· Assist with making payments to employees on deadline each month
· Make payments to HM Revenue & Customs monthly
· Set up new clients with HM Revenue & Customs
· Set up new clients on the payroll system
· Assist with the bank reconciliation every month
· Assist the payroll manager with general payroll tasks
General Duties
· Provide holiday/lunch cover for Reception when necessary

· Any other administrative duties as required to ensure the smooth and efficient running of the organisation
· Attend and participate in regular staff meetings

· Observe our equal opportunities policy and apply it to your work

· Undertake any other reasonable duties at the discretion of the Payroll Manager/CEO
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