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JOB DESCRIPTION

PAYROLL OFFICER

SITE:					OTC part of the Odyssey Group
LOCATION:				Queen’s Quay, Belfast, BT3 9QQ
RESPONSIBLE TO:			Finance Manager
TERMS:	37.5 hours per week, flexibility is required due to the nature of the role. 
DATE:					May 2026

OVERALL PURPOSE OF THE JOB:

Working for the Finance Manger, the post holder will be responsible for the processing of various group payrolls which include fortnight and monthly pay frequencies.  Maintaining employee records, reconciling benefit in kind records, updating company financial records and general administration duties.  This post is based within the Trust’s finance & HR teams and includes undertaking work across a range of business units; Arena, W5, Belfast Giants and Car parks. 	

[bookmark: _Hlk29904888]The Odyssey Trust group of companies is committed to the core ideology of BEET, Best Experience Every Time for customers, colleagues and stakeholders.  These principles will be developed with all to support outstanding customer service.  All colleagues are expected to commit to the core values shown below:
	Core Value
	Our Behaviour
	What it means for our Customers

	Positivity
	Smile, can do, have fun
	We will always be helpful, welcoming & enthusiastic

	Integrity
	Deliver on our promises
	We will be trustworthy & respectful

	Commitment
	Go above & beyond 
	We will go the extra mile

	Innovation
	Find new ways to be better
	We will always learn & improve

	Teamwork
	Together we achieve more
	We will work together to put you first



MAIN DUTIES

· Manage end to end payroll processing on Sage Payroll for all group companies which include both fortnightly and monthly pay frequencies. 
· Prepare payroll inputs using time and attendance system for hours worked, sickness and annual leave. 
· Carry out pension automatic enrolment checks during each payroll, complete 3 yearly re-declaration to The Pension Regulator, reconcile pension payments to financial records. 
· Managing all HMRC and pension filings, payments and submissions by required deadlines. 
· Reconciling company benefit in kind records including PSA calculation. 
· Maintain and update employee records. 
· Issuing of payslips to employees including historical if and when required 
· Deal with employee payroll queries efficiently and effectively. 
· Liaising with HMRC and pension providers for compliance and queries. 
· Posting of payroll data to financial systems with end of monthly reconciliations between both and preparation of year end reconciliation spreadsheet. 
· Complete year end tasks including issuing P60’s to staff. 
· Provide administrative support to include file management of both physical and computerized filing systems; photocopying, scanning and shredding documentation.
· Production and maintenance of excel spreadsheets, word processing, power point presentations and adhoc payroll reporting duties as required.  
· As part of the Finance team ensure good housekeeping standards, safety and security standards. 
All OTC staff are expected to:
· Maintain excellent working relationships with other staff and volunteers.
· [bookmark: _Hlk120549378]Ensure the delivery of BEET to all our customers and be committed to the Odyssey ethos and objectives.  
· Be committed to and work in accordance with our Safeguarding, Health & Safety, Equality and other established policies and procedures.
· Be flexible undertake such other duties that may be required including occasionally working evenings, weekends and public holidays, if required.


SELECTION CRITERIA
Essential Criteria

· 3 year’s current experience as a payroll officer processing UK payroll. 
· Use of Sage Payroll software. 
· Knowledge of HMRC and pensions filing and submission dates.  
· Understanding of current HMRC thresholds and rates 
· Computer literate, with excellent Excel skills.  
· Excellent organisational and communication skills gained in a payroll officer role. 
· Strong interpersonal skills to forge close working relationships both with staff and 
external bodies. 
· The ability to work accurately under pressure to achieve strict deadlines. 
· The ability to work as part of a team. 
· Willingness to work flexible hours, including occasionally working public holidays, weekends and evenings. 
Desirable Criteria

· Experience in use of MS Office 365/Sharepoint 
· Processing various pay frequencies (monthly, fortnightly, weekly) 
· Knowledge of PSA system and calculations required. 
· Experience in use of a computerised accounts package 
· Knowledge of Time and Attendance Systems.

Salary
 £30,000 - £32,000 per annum, dependent on qualifications and experience. 


COMPANY BENEFITS

The Odyssey Group has a range of benefits which it offers to full and part time staff:

· Free car parking.
· 33% Discount in the W5 cafe, including coffee and 10% discount in the W5 shop.
· Complimentary tickets to Belfast Giants and friends and family access to W5.
· Holidays commence at 31 days per year rising to 34 [prorata for part time staff.]
· Company paid social events.
· Contributory pension scheme, life assurance and paid sickness benefit.
· A comprehensive health cash plan plus Winter Flu Vaccination Scheme.
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