Payroll Solutions Trainee
Staverton, Cheltenham

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 payroll solutions, leading
to excellent client feedback.

The right person will:

= Support the payroll team with day-to-day
tasks while completing a payroll
apprenticeship

= Learn and apply knowledge of the PAYE
system and payroll legislation

= Assist in processing payrolls under
supervision, ensuring accuracy and
timeliness

= Maintain absolute confidentiality and
exercise discretion when handling sensitive
payroll, employee and client information.

= Develop skills in prioritising tasks,
multitasking, and meeting deadlines

= Participate in team meetings and contribute
to a collaborative working environment.
Maintain accurate records and follow
GDPR guidelines

=  Communicate effectively with team
members and clients

= Progress towards managing an allocated
payroll portfolio independently

Hazlewoods

To ensure concise record keeping is maintained,
including processing notes, Smartsheets, payroll
checklists, employee tasks and client details

Follow GDPR guidance and ensure all documents
created manually are password protected

Any other department related tasks where required

Answer the phone in a friendly, professional manner
at all times and deal with any queries that may arise
seeking assistance where required.

Requirements:

You have 5 GCSE’s at Grade 4 or above, including
Maths and English

3 Grade C’s at A-Level or equivalent

You willthrivein this role if:

Strong interest in payroll and finance

Willingness to learn and complete a
payroll apprenticeship

Accurate and methodical with a keen
eye for detalil

Committed to providing outstanding
client service

Effective time management in working
to deadlines

Excellent written/verbal
communication skills

Strong working knowledge of Word
and Excel

Ability to work as part of a multi-skilled
team.
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