ILMINSTER & DISTRICT (OPW) HOUSING SOCIETY LIMITED

VAUGHAN LEE HOUSE

Orchard Vale, Ilminster, Somerset, TA19 0EX, 01460 52077

JOB DESCRIPTION – PAYROLL & ACCOUNTS ASSISTANT


Responsible to Accounts Manager.

Hours:  Initially 1 day per week 9:00am - 5:00pm
Rate of Pay:  £9.00 per hour

In this role your primary responsibility will be for payroll.  
· This involves calculating timesheets and holiday entitlements, input on excel spreadsheets, printing payslips, updating records through Sage.

· Prepare Terms and Conditions Contracts for new employees. 
· Send all P45s/​P46s to Revenue and Customs for all starters and leavers.​
· Process and submit monthly payroll including statutory year end returns and P60s.
· Responsible for creating, maintaining and updating all payroll processes.
· Deal with employee salary and payroll queries.​
· Update all statutory payments as appropriate i.​e.​ SSP, SMP, SPP, SAP.​
· Maintain the filing system.
· Any other payroll duties as required.​
Accounts Assistant
· To assist the Accounts Manager with all bookkeeping duties including; supplier invoices, producing monthly invoices to Service Users, petty cash, banking, reconciling bank accounts.
· To cover for the Accounts Manager during holiday and absence periods.

· Carry out other duties or Projects as required.

Skills / Attributes Required
· Strong Sage, Microsoft and Excel skills.

· Good organisation and administrative skills.
· Excellent attention to detail.
· Enjoy working as a team and confidential.
The job description for Payroll and Accounts Assistant is a live document and may be amended from time to time to ensure that the needs of the home are met.
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