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THE ROLE 
_______________________________________________________________________________________________ 

 

This challenging role requires the Payroll Manager to administer and control the payroll and pension functions for 

approximately 250 employees of Bancroft’s School.  The Payroll Manager ensures that employees are paid accurately 

and on time and ensures that, where applicable, employees are assessed and enrolled into the Auto Enrolment pension 

scheme as required by law. 

This position reports to the Bursar, but the day to day activities will be supervised by the Bursary Manager. 
 
 

RESPONSIBILITIES/ACCOUNTABILITY 
   ____________________________________________________________________________________________ 

The main duties of the roles will be as follows: 

 To methodically and accurately process salary payments on a monthly basis for all employees 

 Input of details/P45 information, student loan and National Insurance details for new starters 

 Assess, auto enrol and set up new members to the Auto Enrolment Standard Life pension scheme 

 Set up any new members of the Teachers’ Pension Scheme (TPS) 

 Check and process monthly timesheets 

 Calculate pro rata payments for mid- month/term time starters and leavers 

 Calculate and process back payments as and when necessary 

 Calculate and make payments or deductions as necessary for holiday pay 

 Record, calculate and make statutory payments of salary reductions as necessary for SSP, SMP etc 

 Produce, analyse and balance all payroll reports prior to review by the Bursary Manager and Bursar 

 Produce a BACS listing and meet with the Bursary Manager/Bursar for final payroll checks prior to 

submission of the BACS file 

 Produce and post P45s as and when necessary 

 Submit full payment submission (FPS) and Employer Payment Submission (EPS) to HMRC on a monthly basis. 

 Send payslips to all employees monthly 

 Ensure that all payroll deductions are paid over on a monthly basis 

 Balance payroll accounts within the nominal ledger on a monthly basis 

 Complete year end processes for HMRC purposes and prepare payroll to be taken into new tax year 

 Produce and send our P60s 

 Prepare, complete and submit P11Ds. 

 Keep fully up to date with Payroll and Pension legislations at all time 
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Pension Duties 

 To perform the pension requirements for 250 employees including Teachers’ Pensions 

Teachers’ Pensions 

 To maintain teachers’ records on a monthly basis with accurate data and to submit file via Monthly Data 

Collection (MDC) 

 To prepare the Teachers’ Pension End of Year Certificate for Audit and submission to TPS 

 Prepare and submit re-employment, retirement and any other forms to TPS as and when necessary 

Support Staff Pension Schemes 

 To ensure that employee and employer contributions are accurate and deductions are paid on a monthly 

basis. 

Private Health Scheme Duties 

 To maintain staff records with regards to the Private Health Scheme available to all staff 

 To add new members and remove any leavers from the scheme as appropriate  

 To answer staff queries on the scheme and assist with the making of claims and payment of excess’ 

Letting of Accommodation to Staff  

 Administer the letting of School flats and rented accommodation to staff which will include tenancy 

agreements, collection of rent, liaison with freeholders/letting agents, fixtures and fittings etc 

Additional Duties 

 To respond to payroll and pension queries in a timely manner 

 To assist in the completion of the Annual School Census and Independent School CensusTo complete 

government surveys as and when required 

 To prepare and report Pay Gender Reporting 

 To prepares payroll information for the financial year end and in preparation for the annual audit 

 To liaise with the School’s auditors and supply documentation as required  

 To keep up to date on payroll and HMRC related regulations advising the Bursary Manager/Bursar on best 

practice, compliance and to respond to changes in regulatory requirements in a timely manner 

 Develop or join an existing Payroll network within the School environment 

 To support the Bursary in the smooth running of operational tasks as required, in particular daily contracted 

transport arrangements and assisting academic staff in the organisation of residential trips 

Additional Information  

 This job description is not an exhaustive list of all responsibilities or duties but reflects the major core of the 

role  
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 The organisation reserves the right to alter the content of this job description after consultation to reflect 

changes to the job or services provided, without altering the general character or level of responsibility 

 Bancroft’s School is committed to providing the best possible care and education to its pupils and to 

safeguarding and promoting the welfare of children and young people.  The School expects all staff, 

contractors, Governors and volunteers to share this commitment 

 To demonstrate a commitment to improving and developing the organisation’s processes and facilities 

 To carry out such duties that may be reasonably required by the Head 
 

 
 
 
 
 
 
 
 

THE PERSON 
___________________________________________________________________________________________ 

 

Criteria: 

Good working knowledge of: 

 Ideally qualified with a professional qualification e.g. Chartered Institute of Payroll Professionals (CIPP) 

and/or equivalent proven experience to perform the role 

 Proven experience and a strong understanding of Statutory Holiday Pay and Contractual Holiday Pay, 

Statutory Payments including SSP, SMP, and SPP and Contractual Sick Pay, Taxable and non-taxable benefits 

in kind, the Teachers’ Pension Scheme, Auto Enrolment guidelines and procedures and the apprenticeship 

Levy 

 Proficient in MS Office in particular Excel 

 Previous experience within a School environment is desirable 

 Ability to work on his/her own initiative 

 High attention to detail 

 Ability to work well under pressure in a well organised and methodical manner to meet tight deadlines 

 A ‘can-do’ attitude and willingness to work as part of a successful and hardworking team 

 Excellent communication and inter-personal skills to for good working relationships within the bursary team 
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THE DEPARTMENT  
___________________________________________________________________________________________ 
 

The current Bursary team comprises five individuals including the Bursar, and members work well together in close co-

operation.  Flexibility is vital and helps balance workload demands. Interaction with both the academic and support 

staff is key. 

 

BACKGROUND 
_______________________________________________________________________________________________ 
 

The School 

Bancroft’s School was founded by the Drapers’ Company in 1737 on the Mile End Road as a day-school for local boys 

from a diverse range of backgrounds; the School has come a long way geographically and institutionally since then but 

remains committed to pupils from a wide range of backgrounds and has a long tradition of excellence. 
 

We are now a co-educational independent day school for around 1200 pupils from 7 to 18 and an unashamedly 

aspirational school, devoted to scholarship and intellectual inquiry.  We aim to provide an atmosphere in which each 

child can flourish and we believe that children succeed when they take full advantage of the huge range of different 

opportunities we provide – whether immersed in academic research, being out on the sports fields, taking part in 

charitable activities, acting on the stage, playing music and attending some of our numerous clubs and societies, our 

pupils challenge themselves and learn by taking part wholeheartedly in school life. 

We have the highest expectations for every child in the School and we support, encourage and nurture each individual; 

we want our pupils to enjoy life to the full, make enduring friendships and grow up in a friendly, safe but challenging 

environment.  

At Bancroft’s we continually strive to ensure that all our pupils leave here with the confidence, self-awareness and 

knowledge to thrive in the world beyond, as well as taking with them an awareness of others and an abiding curiosity 

about the world. 
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Bancroft’s has a selective 5 or 6 form entry at 11+, with just under half the pupils coming from the Preparatory School.  

The school uses its own entrance exam and admits boys and girls in equal proportions.  There is a further small entry 

at 16+, and most pupils stay into the Sixth Form.  Public examination results are very strong and place Bancroft’s among 

the top co-educational schools in the country. 

 

In 2018, nearly 70% of all A level examinations taken by Bancroftians were graded at A* or A.  With the new 

grade 9 representing the very top level of the A* band, we were pleased that overall 41.1% of GCSEs examined 

under the reformed system were awarded a 9.  A very commendable 98.3% of all exams were graded 9-5 or 

A*-B, well in line with previous years’ results.  
 

 

Bancroft’s is a forward-looking, modern school; a centre of excellence for the twenty-first century. 
 

 

REMUNERATION 
______________________________________________________________________________________________ 
 

The successful applicant will receive an attractive salary package according to experience and expertise. Benefits 

include private medical insurance, pension, and concessionary fees for children attending the school (dependent upon 

academic assessment).  The position is full time, 37.5 hours per week. 

 
 
 
 
 
 
 
 
HOW TO APPLY 
______________________________________________________________________________________________ 
 
An application form is available to download from the School website, http://www.bancrofts.org/about-

us/employment-opportunities or by emailing recruitment@bancrofts.org 

 

Bancroft’s School is an Equal Opportunities employer and is committed to safeguarding and promoting the welfare  
of children and applicants will be required to undergo child protection screening appropriate to the post, including checks with 

past employers and the Disclosure and Barring Service. 

http://www.bancrofts.org/about-us/employment-opportunities
http://www.bancrofts.org/about-us/employment-opportunities
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