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JOB DESCRIPTION: FINANCE AND RELIEF PAYROLL ADMINISTRATOR 
Reports to:
Finance Operations Manager/ HR and Payroll Manager
Direct Reports:
None
Company Mission: To help us be the best independent retailer and deliver on the company purpose, aspiration, customer promise and values, primarily by delivering excellent customer service throughout all areas of your role.

Role Mission:  As the cash cycle is essential to our growing business’s health and accounting information critical to our insight, this role helps Better Food to succeed by ensuring accurate and timely recording and processing of cash, data entry of supplier invoices, as well as providing other essential accounting and administrative support. 
As payroll is also key to our business’s success and essential to our staff, this role helps Better Food to succeed by ensuring accurate and timely recording and processing of payroll to enable the business to support its employees as well as providing other essential HR and administrative support. 

Key Responsibilities:
Banking and cash reconciliations

· Accurately counting and recording takings, including cash, card, coupons, Bristol Pound payments and cash paid out of the till on the weekly cash report.

· Preparing takings for the bank including bagging up and writing banking paperwork.

· Processing and balancing petty cash.

· Balancing and ordering change for all tills.

· Using the Bristol Pound account website to balance SMS payments.

· Using designated merchant services to balance card payments.

· Recording and investigating till discrepancies, anomalies and till training needs and passing this information on to managers and supervisors.

· Having excellent working knowledge of the tills and till functions so that you are able to recognise and resolve till issues.

· Being able to identify gaps in till training for staff and working with managers to provide and update till training materials as till processes evolve.

· Good knowledge of the epos system, particularly the till journals function to enable tracing of transactions.

· Filing of receipts, cash report and till print outs.

· Recording and redeeming coupons.

Purchase/Sales Ledger and Accounting Support

· Entry of supplier bills / invoices into accounting system

· Entry of sales invoices and receipts into accounting system.

· Liaise with suppliers on balances, missing invoices and credits, etc.

· Update cash flow worksheets on regular basis

· Assisting on other financial tasks as requested.

General Administration

· Answering phones and responding to customer queries.

· Assist training of other team members, as needed.

· Occasional absence cover (e.g. payroll, payments, etc.)

· Other tasks, projects and responsibilities, as reasonably assigned.

· Manage and review utilities (ensuring best deal for the company whilst using suppliers who are in line with our company ethos).Vehicle insurance, servicing and maintenance for BFC Van. Shop insurance for both premises (employers and public liability).Phone system contracts, repairs and maintenance. Security contracts. Recycling contracts.

· Ordering of stationery and supplies.

· Act as point of contact for the police for cases against shoplifters / cases of criminal damage in store. Submit victim impact statements, provide statements and CCTV footage to the police.

· Communicating with the office cleaner as necessary.

· Providing assistance with company initiatives and events. E.g. Organic September.

1. Payroll Relief Administrator Duties – As and when needed. 

· Processing new starters on Payroll, including checking right to work in UK. 

· Collating hours and processing the weekly payroll.

· Email / hand out payslips.

· Update payroll with notifications from HMRC (new tax codes, NI numbers and student loan notifications) and amendments to employee details including changes in pay and annual holiday entitlement increase.

· Complete weekly e-submissions to HMRC and weekly data backups to BFC server.

· Provide a weekly hours worked comparison to line managers.

· Employee correspondence regarding pay, hours, holiday, tax codes etc.

· Process absence, including sickness, holiday, compassionate, maternity and paternity leave.

· Manage holiday, including regularly monthly holiday reports for line managers, calculating outstanding holiday for individual members of staff and updating employee holiday entitlement at 3 months and annually from start date.

· Processing leavers on Payroll, calculating final holiday entitlement and issuing P45.

· Assisting finance team with balancing the monthly PAYE payment to HMRC, producing a P32 each month.

· Provide payroll information and reporting analysis as needed, including monthly wage journals.

· Processing year end on payroll, issuing P60s to staff.

· Keeping payroll software up to date with new software and legal updates.

· Managing the company pension scheme.

Qualifications

· Experience in use of accounts software – preferably QuickBooks, Sage Line 50 or similar.

· Experience in use of Sage 50 Payroll preferred but not essential.

Values and Capabilities
In addition to aligning to our core values (of “THIRST), the right person will also possess the following capabilities:

· High level of numerical accuracy and analysis skills

· Excellent organisation skills, ability to prioritise and manage multiple ongoing tasks.

· Attention to detail.

· Excellent, all round IT skills – in particular Word and Excel.

· Excellent communication and interpersonal skills.

· Ability to work on own initiative.

· Proactive and capable problem solver.

Key Performance Indicators

You will be evaluated on what you do and how you do it.

In addition to general feedback and observations, the following KPIs to be monitored.

· Accuracy of cash banking and reconciliation.

· Accuracy of data entry / management.

· Timeliness of completing tasks.

· Reliability (in terms of attendance and meeting deadlines).

· Assist in the development of processes and related documentation

· Timeliness of completing tasks such as manager’s reports.

Expectations: We expect all staff to foster a “can do” attitude, to lead and inspire by example and to put the best interests of the company at the forefront of all they do at The Better Food Company. 

This includes taking responsibility for achieving and maintaining the highest standards of health and safety in the workplace.
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