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FORWARD TRUST JOB DESCRIPTION
	Position Title
	Payroll & Pension Administrator 
	Reports to
	Payroll & Pension Specialist

	Region: Head Office (London) 
(Ability to work remote with line management agreement)
	Salary Band: £23,200 - £27,000




	Introducing Forward Trust 


We are a social justice charity that supports people to recover from addiction or leave behind crime, helping them move on in life with family, friends, jobs, homes, and a sense of belonging.
We deliver Substance Misuse and Mental Health, Criminal Justice, and Employment services in over 80 prison and community settings across England and Wales, augmented by our unique range of Recovery & Belonging services. 
We also campaign to change public attitudes and policy, so that more people feel able to ask for help in a society that believes in the power of second chances and long-term recovery.

	Role/Team Overview 


The Payroll & Pension Administrator supports the accurate and timely delivery of payroll and pension administration processes. This role will report into and support the Payroll & Pension Specialist to maintain payroll records, administering pensions, and ensuring payroll-related queries are responded to in a timely manner.
Working within the wider HR function, the Payroll & Pension Administrator contributes to the effective delivery of the payroll and associated pension scheme, as well as compliance with statutory and organisational requirements. 
	Accountabilities


Payroll Administration
· Maintain and update employee payroll records, ensuring accuracy of data including department allocations and employee changes.
· Support the Payroll & Pension Specialist to deliver an end-to-end payroll process to ensure timely and accurate salary payments.
· Download, prepare and securely distribute P45s and final payslips to employees following termination.
· Support the Payroll & Pension Specialist to monitor and manage payroll adjustments, including overpayments and employee repayments.
· Support the Payroll & Pension Specialist by analysing payroll data, system records and employee information to identify any errors, issues and solutions.
Pension Administration
· Reconcile and upload pension contributions across multiple pension schemes, ensuring accuracy and timely submission.
· Maintain pension data, including enrolment dates and employee eligibility within payroll systems.
· Ensure changes to ER contributions in line with length of service are administrated on time, ensuring accuracy.
· Support pension-related compliance activities and statutory reporting requirements.
Financial & Compliance Processing
· Raise internal BACS payments relating to payroll, pension contributions, statutory deductions, and employee corrections.
· Administer payments relating to Direct Earnings Attachments (DEA) and other court orders in line with legal requirements.
· Ensure all payroll and pension processes comply with relevant legislation and internal policies.
· Write, distribute and save onto personnel files all pension related communication in line with legislation. 
Benefits & Systems Administration
· Set up employee benefits (e.g. healthcare schemes) prior to payroll processing, ensuring correct enrolment.
· Maintain payroll and pension data within systems, ensuring integrity and confidentiality at all times.
· Support system updates, process improvements, and payroll-related projects.
General Support
· Provide administrative support to payroll processes and respond to employee queries in a professional and timely manner.
· Use Excel and payroll data to review trends, reconcile information produce accurate information to support the business need. 
· Produce ad-hoc payroll reports and data analysis to support audits and compliance requirements.
· Work collaboratively within HR and across the organisation to support effective service delivery.
	Person Specification 


 Knowledge, Skills & Experience
Essential
· Previous administrative experience, ideally within a payroll, finance, or HR environment.
· Strong numerical skills with the ability to work accurately with data and figures.
· Good working knowledge of Microsoft Excel (e.g. data entry, basic formulas, reconciliation).
· Ability to manage and prioritise multiple tasks while meeting deadlines.
· High level of attention to detail and accuracy.
· Strong organisational and time management skills.
· Ability to handle sensitive and confidential information with discretion.
· Good written and verbal communication skills.
· Experience working collaboratively within a team environment.
Desirable
· Previous experience in a payroll administration role.
· Experience administering pension schemes.
· Familiarity with payroll systems (e.g. Cascade Payroll software).
· Experience supporting payroll processing or financial reconciliations.
· Understanding of statutory payroll requirements (e.g. tax, NI, statutory deductions).
· Experience working within an HR function or shared services environment.
Qualifications
Essential
· GCSEs (or equivalent) including Mathematics and English at Grade C/4 or above (or equivalent qualification).
Desirable
· Level 2 or Level 3 qualification in Payroll, Business Administration, Finance, or Accounting (or equivalent).
· Foundation-level payroll qualification (e.g. introductory payroll training or certificate).
· Working towards or interest in studying a recognised payroll qualification (e.g. CIPP).
· Membership of the Chartered Institute of Payroll Professionals (CIPP) 



	Key Competencies 



· Attention to Detail – High level of accuracy when handling payroll and pension data, ensuring compliance and minimising risk.
· Data Accuracy & Integrity – Ability to maintain precise records and validate financial and employee data.
· Confidentiality & Discretion – Handles sensitive information responsibly and in line with GDPR and organisational standards.
· Organisational Skills – Effectively manages multiple tasks, deadlines, and priorities in a structured manner.
· Problem Solving – Identifies discrepancies and takes proactive steps to resolve payroll or pension issues.
· Communication Skills – Provides clear, professional, and timely communication to employees and stakeholders.
· Collaboration – Works effectively within the payroll function the HR team and wider business.
· Proactivity & Initiative – Takes ownership of tasks and seeks opportunities to improve processes.
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