Payroll Specialist

Staverton or Swindon

Hazlewoods Payroll Solutions team
works with our clients, tailoring its
approach for each client’s requirements,
from small payroll services to
comprehensive payroll management.

Combining their years of experience and
specialist knowledge, the team provides a
flexible approach to their payroll solutions,
leading to excellent client feedback.

It's an exciting time to join our growing
team at Staverton or Swindon.

The Payroll Specialist is responsible for the
accurate and timely processing of payrolls
across a range of clients. This role ensures
compliance with payroll legislation,
manages communications with HMRC and
other relevant bodies, and supports the
wider payroll team with reconciliations,
reporting, and resolution of payroll-related
queries.

The right person will:

= Accurately process all payrolls from start
to finish, ensuring compliance with
internal and client deadlines.

Hazlewoods

Administer payments for Statutory Sick
Pay, Statutory Maternity Pay, Statutory
Paternity Pay, Statutory Shared Parental
leave, Statutory Adoption Pay and any
other Statutory policies & processes
where required.

Manage BACS deadlines to ensure timely
payments of salaries.

Maintain concise and accurate records,
including payroll checklists, employee tasks,
and client details.

Liaise with HMRC and other third party
providers when necessary.

Provide excellent customer service to clients
at all times.

Handle client queries professionally via phone
and written communication.

Ensure all communications are courteous,
timely, and informative.

Stay up to date with payroll and

pension legislation and compliance
requirements.

Follow GDPR guidelines and ensure all
manually created documents are password
protected.

Ensure all documentation and processing
notes are accurately maintained.
Collaborate with colleagues to ensure
smooth operation of the payroll and pension
functions.

Support other department-related tasks as
required.




You will thrive in this role if you have:

Proven experience in payroll.

Strong understanding of payroll legislation and manual calculations.

Excellent attention to detail and accuracy.

Strong communication and interpersonal skills.

Ability to manage multiple tasks and meet tight deadlines.
Experience in Microsoft Office applications.

Desirable but not essential:

Payroll Bureau experience.

Knowledge of PayCircle and Cintra payroll software.
CIPP or other payroll qualification.
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