Payroll Officer
People Services – Human Resources
Grade 7 £25,878 - £26,845 per annum
Permanent – 37 hours per week
Post Number: NU078
South Wales Fire & Rescue Service is one of the leading Fire & Rescue Services in the UK
and the largest of the 3 Fire & Rescue Services in Wales. Our Service area stretches from
Chepstow, in the east to Port Talbot, in the west and from the south coast of Wales to the
Brecon Beacons, in the north. We operate from 49 fire stations across the Service area and
our Headquarters, where this post is based, is Llantrisant.
Is this you?
We are looking for a professional, enthusiastic and organised person to work within our busy
Payroll & Pensions Team. The Payroll Officer is responsible for providing an effective payroll
service for all staff across South Wales Fire & Rescue Service.
The successful applicant will be an experienced individual to become a key member of a
payroll team, who is committed to accuracy and efficiency, ensuring that all deadlines are met
in a timely manner, whilst adhering to all statutory regulations. In return, you will be able to
share your experience and knowledge, learn a lot, work with great people and have some
fantastic opportunities to get involved with new ideas.
How can I make a difference?
Assist the Payroll Manager in delivering a professional payroll service to all employees and
managers of South Wales Fire & Rescue Service. You will be responsible for the processing
and reviewing of employees' payroll records, ensuring that all payments and deductions are
correct and raising, with the Payroll Manager/Assistant Payroll Manager any issues
identified, in order that they can be corrected.
Tasks include, but are not limited to timesheet processing, use of Excel databases, contract
changes (checking starters, leavers and changes to contracts), absence checking (maternity
and sickness), checking the accuracy of employee pension contributions, checking
electronic Expenses claims, answering and dealing with queries from employees, colleagues
and external agencies.
Communication will be key within this role as we pride ourselves on providing a professional
and effective service to all our customers, so you will be expected to respond in a friendly
and timely manner to payroll queries from staff, the wider department and other
stakeholders. You will contribute to a team that are committed to continuous improvement
and help to identify, explore and implement opportunities for improved efficiency.

For this role a "difference maker" will have, recent experience of working in a payroll team,
the ability to record and process data accurately using various systems, a methodical
approach to handling data from various sources, excellent numeracy skill, knowledge and
experience of working with Excel, Word and Outlook. Welsh language skills are desirable,
but not essential.
The successful candidate will be subject to a satisfactory basic DBS check and be required
to undertake a Drug and Alcohol Test, prior to an appointment being made.
Should you have any additional enquiries, you are invited to contact the Line Manager, Clare
Smith on e-mail: c-smith@southwales-fire.gov.uk or phone 01443 232626.
Application Forms should be completed online though our e-recruitment system, which can
be accessed via our website: https://www.southwales-fire.gov.uk/working-with-us/latestvacancies/
If a paper version is required, please email: personnel@southwales-fire.gov.uk
The closing date for receipt of applications is: 02/12/2022 at 12:00 mid-day.
All documentation is available in both Welsh and English and we welcome communication in
either language. Applications submitted in Welsh will not be treated less favourably.
Candidates successful at the Shortlisting stage will be given the opportunity to confirm their
language preference for interviews and assessments (including paperwork, verbal
introductions and interview questions). Arrangements will be confirmed following invitation
to interview and may include Translation and/or Simultaneous Translation.
SWFRS believes in the real value of having a diverse workforce and we proactively
want to encourage applicants from all sectors of our community to apply.

