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	Hull Community and Voluntary Services 
Payroll Manager (Direct Payments)



Job Title:		Payroll Manager

Responsible to:	Head of HR and Operations  

Based at:	The Strand, 75 Beverley Road, Hull, HU3 1XL

[bookmark: _Hlk160733717]Working Hours:	35 hours per week 

Salary:			£29,000 per annum
 
[bookmark: _Hlk160733671]Contract:		Permanent

	Scope: 
Hull CVS as the parent charity operating within Hull; and Meeting New Horizons as the charity’s subsidiary body delivering services in the wider Yorkshire & Humber region; have been established to provide development and support services to local communities and the voluntary, community and social enterprise (VCSE) sector. A key part of our role is to provide a broad range of services and support to these organisations to aid their start up, effectiveness and longer-term sustainability.

We currently provide a range of traditional services and advice that fulfils the everyday needs of charitable organisations, including supporting the recruitment and management of volunteers; delivering governance and constitutional advice to organisations; and providing a range of direct business support functions including low cost accommodation and room hire; networking opportunities; training; funding advice; payroll services; and finance and HR management; all helping organisations to start, grow and develop. 

In addition to supporting the local sector, Hull CVS and MNH also directly delivers a range of projects to support local community empowerment. These include a range of volunteering programmes; patient voice and advocacy; direct payments support; and the administration of several small grant programmes for local Charitable Trusts.




	Overall Objective: 
As a Payroll Manager within Hull CVS, you will be responsible for the accurate and timely delivery of payroll services, alongside the administration of Direct Payments that support individuals to manage their own care and support needs.
You will also provide essential HR support, helping ensure staff and service users are supported in line with organisational values, safeguarding principles, and relevant legislation. This role is key to maintaining trust, transparency, and accountability. 



	Specific Duties and Responsibilities

Payroll Management
· Manage the end-to-end payroll process, ensuring all relevant Direct Payment recipients are paid accurately and on time. 
· Administer PAYE, National Insurance, pensions, and statutory payments in line with HMRC requirements. 
· Maintain accurate payroll records, ensuring compliance with financial regulations and audit standards. 
· Complete year-end processes, including P60s, P11Ds, and statutory returns. 
· Act as the main point of contact for payroll-related queries, providing clear and supportive guidance. 
· Proactively identify and pursue opportunities to generate new business, including building relationships with charities and supporting the growth of the payroll and Direct Payments function. 
· To oversee the payroll function for a number of local and national charities. 

Direct Payments Administration
· Oversee the administration of Direct Payments, supporting individuals to manage funding for their care in a safe, compliant, and person-centred way. 
· Liaise with service users, carers, local authorities, and internal teams to provide advice and resolve issues. 
· Carry out reporting in line with funder and regulatory requirements. 
· Promote independence, choice, and control for service users while ensuring safeguarding responsibilities are upheld. 

HR Support
· Support recruitment and onboarding processes, including contracts, right-to-work checks, and payroll setup for new starters. 
· Maintain accurate and confidential employee records in line with GDPR. 
· Assist with absence management, statutory leave, and related payroll adjustments. 
· Support HR processes such as disciplinary, grievance, and performance management where required. 

Compliance, Safeguarding & Reporting
· Ensure compliance with employment law, payroll regulations, and charity governance standards. 
· Uphold safeguarding responsibilities, identifying and escalating concerns where appropriate. 
· Support internal and external audits, ensuring transparency and accountability. 

Skills & Experience
· Proven experience in payroll management, ideally within a charity, public sector, or care setting. 
· Experience administering or working with Direct Payments or similar funding streams (desirable). 
· Strong knowledge of UK payroll legislation and HMRC requirements. 
· Experience providing HR administrative support. 
· High level of accuracy and attention to detail. 
· Strong interpersonal skills, with the ability to communicate sensitively with vulnerable individuals. 
· Good IT skills, including payroll systems and Microsoft Excel.

Line Management
· Providing direct line management and supervision to the wider staff team.
· To undertake proactive mentoring and coaching to develop team members within their roles.
· Ensure the team are kept fully informed of the wider organisation operations to ensure staff are well informed, inspired and engaged with the organisation’s objectives.
· Uphold the principles, policies and culture of the organisation.
· Develop and sustain a positive team culture, including building resilience; an openness to giving and receiving challenging feedback; and continuous improvement.

Organisational Duties:
· To ensure that members of your team and wider organisation are adequately informed of your work as appropriate and information is provided as requested by your line manager. 
· To participate in planning and team building activities and to contribute to the core operation and development of the organisation. 
· To take part in supervision / appraisals as agreed in line with organisational policy. 
· To undertake in-service training as appropriate. 
· To respect confidentiality of all information acquired through working at the organisation within the framework of the confidentiality policy. 
· To adhere to company policies and procedures. 
· To undertake any other duties commensurate with the level of responsibility of this post which you may be asked to undertake by Senior Management. 
· To have a strong commitment to equality and diversity and to form effective working relationships across our diverse communities.
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