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SOUTHAMPTON FOOTBALL CLUB 
JOB DESCRIPTION 

 
ROLE PURPOSE  
To assist and support the Payroll Manager in delivering an effective and efficient payroll service ensuring 
that all staff and workers are paid accurately and on time whilst the Payroll Manager assists with the 
implementation of a new ERP system. 
 

DUTIES & RESPONSIBILITIES  
 

 Manage payroll workload for the Group to meet operational requirements. 
 

 Ensure payroll is processed in an accurate, compliant and timely manner. 
 

 Enter new starters and process leavers when necessary. 
 

 Print and distribute payroll reports and payslips. 
 

 Regularly update minimum wage requirements. 
 

 Maintain the online electronic timesheets system to import directly into payroll monthly to meet 
the cut-off dates and deadlines. 

 

 Oversee compliance with RTI, PAYE, National Insurance, Pension, SMP and SSP legislation. 
 

 Prepare relevant weekly, monthly, quarterly and year-end reports. 
 

 Pension administration for various Staff schemes. 
 

 Completion of forms P11D and calculation of Class 1A National Insurance. 
 

 Administer benefit plans; Healthcare Scheme and Childcare Voucher Schemes, ensuring correct 
monthly payments and relevant P11D reporting/salary deductions. 

 

 Deal with all Payroll incoming calls and distribute/respond as necessary. 
 

 Deal with pay queries from staff of all levels and provide salary information as and when 
requested. 

 

 Download from DPS viewer all amendments to tax codes directly from HMRC. 

Job Title Interim Payroll Officer (Fixed term 6 months) 
Department Payroll 

Banding BAND 2 

Location St Mary’s Stadium 

Accountable To Payroll Manager 

Accountable For N/A 

Criminal Record Check 
Required  

Yes Level of Check Basic  

Financial Responsibility 
Budget 
Holder 

No 
Authorisation 
Level 

£0 
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 Send all necessary RTI reports and Auto Enrolment reports on due dates. 
 

 Cover for the Payroll Manager in her absence. 
 

 Ad hoc duties as requested by Management. 
 

PERSON SPECIFICATION 
 

 Essential Desirable 

Experience 3 years’ experience working in a 
payroll role. 

 
Demonstrable experience of 
managing a high workload and 
prioritising work effectively. 

 

Previous experience with Access 
Payroll. 

Qualifications (incl. 
certifications) 

AAT Payroll Qualification AAT Payroll Qualification to level 
3 
 

Skills Attention to detail and accuracy. 
 
Must be confident working with 
numbers. 
 
Strong problem solving skills and 
decision making. 
 
Ability to think strategically. 
 
Strong planning and 
organisational skills; ensuring 
that confidentiality is 
maintained at all times. 
 
Ability to build strong working 
relationships. 
 
Experience of working within a 
fast paced environment. 
 
Excellent communication skills. 
 
IT literate. 
 
Quality focus; takes 
responsibility for ensuring a high 
quality of work. 
 
Drive and Energy; demonstrates 
enthusiasm and is personally 
committed to achieving 
objectives set. 
 

- 
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THE SOUTHAMPTON WAY 

We are looking for you to show these work based behaviours which match the attributes within the 
Southampton Way values which are integral to our working culture.  
 

RESPECT & UNITY 
 Is willing to listen to others and demonstrate an understanding of others opinions and/or views. 

 Works well in teams and shows the willingness to cooperate and contribute in group 
discussions. 

 Open to learning and developing, themselves and others. Shows confidence in seeking advice 
and support. 
 

CREATIVITY 
 Shows ability to be proactive in understanding tasks and projects that are given by checking 

assumptions, looking for evidence and sharing information with relevant stakeholders. 

 Is willing to demonstrate creativity through the identification and communication of ideas 
which offer solutions to problems that address specific tasks. 

 Can demonstrate a willingness to explore new or alternative ideas.  Shows initiative during any 
task to utilise problem solving skills and consider alternative options. 

ACCOUNTABILITY 
 Good communication skills both verbal and written, taking the initiative to understand their 

stakeholders expectations in order to meet them. 

 Is clear and concise when suggesting and describing own ideas or opinions with an ability to 
influence others. 

 Willing to speak up and promote own ideas to build confidence in their own views for 
themselves and for others. Finds solutions to obstacles. 

ASPIRATION 
 Responds to plans and tasks proactively in order to get things down without delay. Ability to 

plan effectively and deliver expectations. 

 Shows ability to take full responsibility and initiative to deliver as promised to the highest 
standard. 

 Willing to accept constructive feedback to continuously improve performance for themselves 
and others. 

 

 

GENERAL INFORMATION  

The Employee must at all times carry out his/her responsibilities with due regard to the Southampton 
Football Club policies and procedures in particular Health & Safety, Financial Authorisation, Confidentiality 
and with regard to the Data Protection Act. 

The Employee must act to protect all young people and adults at risk that are in their care or attending the 
Company’s premises.  The Employee must report any misconduct or suspected misconduct to the 
Safeguarding Manager. 

The Employee must ensure a positive commitment towards equality and diversity by treating others fairly 
and not committing any form of direct or indirect discrimination, victimisation or harassment of any 
description and to promote positive working relations amongst Employees and customers. 

The above Job Description is not intended to be exhaustive, the duties and responsibilities may therefore 
vary over time according to the changing needs of the Club. 
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JOB DESCRIPTION AGREEMENT 

Employee’s 
Signature: 

  
Date: 

 

 
 

   

Line Managers 
Signature: 

  
Date: 

 

 


