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Job Description 

 

Job Title:  Payroll Manager 

 

Reports to:  Bursar 

 

Based at:  TASIS The American School in England, Coldharbour Lane,  

  Thorpe, Surrey, TW20 8TE. 

  

 

 

School History and Mission: 

 

TASIS is a family of international schools that welcomes young people from all nationalities 

to an educational community which fosters a passion for excellence along with mutual 

respect and understanding.   

 

Consistent with the vision of its founder, M. Crist Fleming, TASIS is committed to 

transmitting the heritage of Western Civilization and work cultures: the creations, 

achievements, traditions and ideals from the past, that offer purpose in the present and 

hope in for the future.  Seeking to balance the pursuit of knowledge with the love of wisdom 

and promoting the skills of lifelong learning, an appreciation for beauty and the development 

of character, TASIS combines a challenging academic programme with opportunities for 

artistic endeavour, physical activity and service to others.  Believing in the worth of each 

individual and the importance of enduring relationships, TASIS seeks to embody and instil 

the values of personal responsibility, civility, compassion, justice and truth. 

 

 

 

 

http://www.tasisengland.org/
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Job Summary: 

Ensuring staff are paid accurately and on time is an essential requirement for any organization. For 

this reason Payroll is key to any business, and the Payroll Manager is an important member of our 

Business Office. 

We currently process the payroll for 250 employees. It is a complex payroll, with many diverse types 

of contracts, terms and conditions and payments. Our current arrangements are working well and we 

have low error rates and high customer satisfaction. 

We want to build on this success and have our new Payroll Manager keen to develop strong practice 

working with our new HR team and use technology to improve customer service, such as introducing 

paperless payslips. We need a confident and experienced Payroll Manager to develop and take us 

forward, while ensuring our core service to colleagues is not compromised. 

Whilst a payroll qualification is an advantage it is not essential. Importantly, you will be an excellent 

communicator and have previous experience of managing payroll. You will demonstrate your 

technical expertise on pay including pension schemes, other statutory deductions, auto enrolment and 

salary sacrifice arrangements.  

You will be using the ADP system. Previous experience of this system is not necessary and full 

training will be provided. You will play an active role in improving and developing practice with HR 

when considering functionality of our software as a fully integrated HR and Payroll system. 

You will manage your own workload to tight internal and external deadlines within an ever-changing 

regulatory framework. A sound knowledge of payroll rules and regulations and financial control 

principles is essential. You will also be expected to support the Bursar with other duties within the 

Business Office commensurate with the general grade and character of this role. 

If this sounds like you, and would like to join our happy team, we would love to hear from you. 

 

Main Responsibilities 

 

• To advise the Bursar on issues of pay, tax, national insurance, pension and other voluntary 

deductions. This involves interpreting legislation and regulations to ensure correct advice is 

given; 

• To research, identify and communicate the potential payroll implications to the Bursar and 

senior management of existing and proposed legislation; 

• Manage the payroll input to payroll systems development; to continually review 

            processes and working practices to ensure TASIS England maintains an up-to-date, 

            effective payroll service whilst protecting payroll integrity and security; 
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• To ensure timely and accurate delivery of the payroll;  

• To ensure appropriate reconciliations performed and monies are remitted accurately and on 

time; 

• To liaise with external agencies e.g. HM Revenue and Customs, Treasury, etc. to plan new 

initiatives, verify information held by TASIS England in respect of employment, Tax, 

National Insurance and Pension schemes; ensure monthly and annual returns are correct and 

on time; 

• To support the Bursar with other duties within the Business Office commensurate with the 

general grade and character of this role. 

 

Planning and Organisation 

 

• Manage projects relating to own area of work, this will include transferring to paperless 

payslips; 

• Anticipate the implications of new regulations/legislation and to determine the most 

appropriate method of implementing changes; 

• Plan and organise the work of payroll over the cyclical working of the TASIS England School 

year and share day to day practice with the Management Accountant; 

 

Key Tasks 

 

• To be aware of complex regulations in order to provide correct advice to the Bursar e.g. on 

staff benefits, pension arrangements, SSP, SMP, P11D’s; 

• To work closely with HR in ensuring smooth service provision; 

• Agreeing and paying Revenue Settlement agreements and class 1A national insurance on 

benefits; 

• Agreeing and paying tax and national insurance to the Inland Revenue each month; 

• Producing Jan – Dec pay and tax information for American teachers for IRS; 

• Annually creating salary schedules for Pension, Group Life and Income Protection Schemes; 

• To devise policies and procedures to ensure the integrity and security of the payroll; 

• Monitoring and calculating the Tasis Disability Policy – ‘The GAP’ and transferring to the 

UNUM policy when applicable; 

• Administering the Royal London auto enrolment scheme, calculating and setting on to payroll 

staff contributions and liaising with pension advisor on any pension queries.  Making monthly 

payment to Royal London; 

• Calculating and notifying gross pension for 40% tax payers; 

• Annually creating salary schedules for Pension, Group Life and Income Protection Schemes; 

• Monitoring the Private Health and Dental schemes, calculating and inputting any deductions 

to be made.  Assisting staff with any queries on the schemes; 

• Adding Summer School staff to payroll and distributing advances; 

• Payroll information supplied to the Bursar on request. 
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Decision Making 

 

• How best to allocate resources to ensure the efficient running of payroll; 

• Design procedures to ensure the integrity of payroll is not compromised; 

• Make most decisions with regards to the running of payroll; 

• Ensure that self-development needs are identified and met. 

 

Key Contacts/Relationships 

 

• Excellent communication skills needed to convey complex payroll matters to all levels of 

staff; 

• Liaise with senior staff to discuss policy issues; 

• Membership and proactive contributions to various Finance and HR team meetings required 

as the representative for Payroll and/or representing the Bursar, including supporting Sickness 

Absence Monitoring; 

• Liaise with external organisation on payroll policy and regulatory matters and to resolve staff 

problems e.g. HM Revenue and Customs, Pensions and Staff Benefits, etc.; 

• Liaise with ADP software system software provider on payroll system issues; 

• Liaise with external auditors on payroll integrity matters. 

 

Dimensions 

 

• Work autonomously within the Business Office of 7 staff; 

• Responsible for payments to 250 staff; 

• Total payroll of £9.5 million per annum; 

• Payments to external bodies have to be made accurately and promptly to avoid financial 

penalties; 

• Professionalism needed as regularly deal with sensitive and confidential issues. 
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Person Specification: 

 

Experience 

Essential: Desirable: 

A minimum of 2 years of experience of 

payroll management in a similar or 

equivalent organization; 

 

Proficient in interpreting payroll rules and 

regulations; 

 

Ability to work to and meet multiple and tight 

deadlines. 

 

 

Skills/Knowledge 

Essential: Desirable: 

Excellent communication skills (verbal, 

written and technological); 

Payroll qualification. 

Knowledge of occupational pension 

schemes, and pension scheme 

administration; 

 

Experience of working with HR and 

Financial teams and developing innovative 

solutions to problems and implementing 

consequent changes; 

 

Good IT skills.  

 

 

 

Personal Attributes 

Essential: Desirable: 

Flexible;  

Committed to safeguarding children and 

young people; 

 

Appreciative, collaborative and resourceful;  

Dedicated to life-long learning;  

Ability to see challenge as an opportunity;  

Embraces change and understands change 

management. 

 

 

 

 



Accredited by the New England Association of Schools & Colleges and the Council of International Schools 

Registered Office: Coldharbour Lane, Thorpe, Surrey TW20 8TE, UK   •   Tel: (01932) 565252   •   Reg. No. 1604308   •   www.tasisengland.org 

U.S. Office: Email usadmissions@tasis.com   •   www.tasis.com 
 

 

 

Safeguarding Responsibilities: 

 

• To know the identity of the School’s Designated Safeguarding Lead and Deputy; 

• Proactively be alert to indicators of potential safeguarding issues and report these 

immediately in accordance with the school’s procedure; 

• Be aware of the School’s Safeguarding Policy and to follow its requirements; 

• Attend training relating to Safeguarding of Children; 

• Engage in safe practice and professional conduct to safeguard children to mitigate 

against the potential for misunderstandings or situations being misconstrued; 

• Create safe and secure learning environments. 

    

 

 

The School is fully committed to safeguarding the welfare of children and young 

people and expects the same from its employees.  
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