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ALL HULL CVS & MNH EMPLOYEES ARE EXPECTED TO:

· Lead by example, present a positive ‘can-do’ attitude and take personal responsibility for your own actions. 

· Work within the performance framework of the charity and live the values of Hull CVS & MNH, contributing to a culture of high performance, continuous improvement and an ethos of driving positive change. 

· Represent and promote the Group positively and effectively in all dealings with internal colleagues and external partners. 

· Comply with all policies, procedures, and codes of conduct, and commitment to Equity, Diversity & Inclusion.
Person Specification – Payroll Manager (Direct Payments)
	Requirement
	Essential
	Desirable

	Abilities
	· High level of accuracy and attention to detail
· Strong organisational skills with the ability to manage competing priorities and deadlines

· Excellent numeracy and analytical skills

· Proficient in payroll systems and Microsoft Excel

· Strong communication skills, with the ability to explain complex information clearly and sensitively

· Ability to handle confidential and sensitive information with discretion
· Good interpersonal skills with the ability to communicate effectively with a wide range of people.
· Demonstrable ability to identify and develop new business opportunities, with strong relationship-building skills and a proactive approach to supporting service growth.
· Ability to lead and develop a cohesive team with previous line management experience.
· A calm, professional and positive approach with a focus on customer service delivery and quality.
· A flexible, creative and solution focused approach.
	· Ability to interpret complex legislation to non-technical people
· Proven ability to coach and develop staff
· Problem-solving skills with a proactive approach to resolving issues



	Qualifications/ Knowledge
	· GCSEs (or equivalent) including English and Maths

· Evidence of continued professional development in payroll, finance, or HR
	

	Personal qualities
	· Commitment to the values and mission of a charity organisation

· Empathetic and respectful approach when working with vulnerable individuals
· Willingness to learn and develop within the role
· High level of integrity and professionalism

· Self-motivated with the ability to work independently and as part of a team
· Flexible and adaptable approach to work 

· Commitment to equality, diversity, and inclusion 
	

	Other
	· Full driving licence with the willingness and ability to travel around Hull and wider Humber region.

· Understanding of need to maintain confidentiality.

· Be flexible and adaptive to the demands of the role.
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