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Job Description & Person Specification


Job Title / Grade: 

GRADE VI
Department: 

FINANCE DEPARTMENT
Directorate: 

CORPORATE DIRECTORATE
Location: 


MMUH CAMPUS
Reporting Relationship: 
PAYROLL MANAGER
Responsible to: 

DIRECTOR OF FINANCE OR HIS/HER/THEIR 






NOMINEE
JOB DESCRIPTION

Job Purpose:

The duties of the Deputy Payroll Manager are to prepare, process and manage end to end accurate payrolls, and assist and support the Payroll Manager , Payroll Team, and Finance Department.

Manage compliance with all policies and statutory regulation. Work to develop both with internal and external agencies to provide best practice in all payroll matters. Ad-hoc projects and duties as required.
KEY RESPONSIBILITIES

Service Delivery:
· Responsibility for end to end accurate processing of  payrolls 

· Manage workflow so that all payroll transactions are processed accurately and timely

· Manage the day to day Payroll Officers in conjunction with the Payroll Manager
· Resolve payroll discrepancies

· Review and approve payroll amendments

· Reconcile payroll prior to transmission and validate confirmed reports

· Process correct payroll deductions both statutory and staff related and manage in line with compliance guidelines

· Develop ad hoc financial and operational reports as required

· Review all statutory and revenue regulations.

· Statutory reporting for submission of financial and non-financial information to

· Government agencies.

· Verify all reporting and checking has been completed for payrolls

· Support Internal & External Audit requests

· Review and recommend revisions to payroll process on an on-going basis

· Supervision of staff under his/her control in the carrying out of their duties in order to ensure application to their tasks, a high degree of accuracy in their work and the maintenance of records.

· To undertake all responsibilities and accountability in the absence of Payroll Manager
· Possess a hands on role within the department

· Responsibility for organising and / or providing direct cover of administration duties as required

· Ensure that correct staffing levels and relevant cover is in place

· Deliver a professional and efficient service hospital staff

· Ensure all team members adhere to the dress code policy at all times

· Ensure that break times are adhered to

· Continuously monitor and improve departmental service provision

· Report on any Health and Safety breaches that may occur

· Work towards departmental key performance indicators

· Comply with operational standards

· Ensure all deadlines are met

· Record and monitor all staff absence / leave / time keeping within the area to ensure efficient running of services

· Ensure all team members develop the necessary skills required to perform their jobs effectively

· Promote employee wellbeing within your service

· Play an active role in employee training and development ensuring all hospital compulsory training is completed. Review all training as required

Planning, organising and problem solving

· Ensure all standards / policies and procedures are adhered to and followed

· Develop Standard Operational Procedures. Ensure all team members are trained and understand same

· Develop and implement changes within the department as directed by the Payroll Manager
· Provide innovative solutions to problems

· Plan and organise cover for annual leave in line with departmental policy 

· Address and resolve any operational issues that may occur

· Resolve any team related conflict which may arise

· Organise regular staff meetings with team members to relay information and receive feedback in relation to service provision

· Remain calm during periods of increased pressure

· Organise your teams in an efficient manner taking into consideration staff shortages and pressures

· Assist in auditing and collect, interpret and present data and information in reference to same

Communicating Effectively

· Ensure good communication is present within the team

· Communicate effectively with other hospital departments / directorates and stakeholders

· Represent the Department / Directorate in a professional manner

· Co-operate with other department / directorates

· Communicate all updates to all team members

· Work closely with the Payroll Manager
Managing the Team

· Promote a good working relationship with colleagues

· Lead the team by example

· Assist in managing attendance within the department and report  back to the Payroll Manager on non-adherence in relation to same

· Work as part of the wider Directorate Team

· Act on underperformance when and if required

· Address staff issues / queries as soon as feasibly possible

· Assist in the development of staff members

· Promote a healthy working environment

· Possess a very good level of listening skills

Other Duties 

· Attend and report back on all meetings as directed by the Payroll Manager
· Display competence in all duties completed in line with competencies identified

· Observe strict confidentiality and ensure that team members adhere to same

· Sit on interview panels as required

· The duties and responsibilities contained within this job description are not exhaustive and may be reviewed by the Payroll Manager at any stage
	CORE COMPETENCY


· Effective Service Delivery
· End to End Payroll preparation and delivery
· Planning, organising and problem solving

· Communicating effectively

· Managing the Team

General Responsibilities and Accountabilities

1. Confidentiality

You will be aware of the confidential nature of Hospital work and in particular, the right of patients to confidentiality. 

2. Policies & Procedures

You are required to familiarise yourself with and adhere to all policy and procedural documents relevant to your position.

3. Hygiene Standards 

The highest standard of hygiene must be maintained in the Hospital at all times and all staff members are responsible for ensuring compliance with the Hospitals requirements and standards with regard to hygiene. It is the responsibility of all staff to have a fundamental understanding of their individual responsibility in maintaining departmental & site hygiene standards.

4. Health and Safety

Ensure that effective safety procedures are in place to comply not only with the Safety, Health and Welfare at Work Act 2005 but also within the spirit of the Hospital’s mission, vision and values, and they are known and followed by staff. You are required to familiarise yourself with the requirements of employees under the Safety, Health and Welfare at Work Act 2005 and to promote a work environment that is compliant with the Safety, Health and Welfare at Work Act 2005.  Each staff member is individually responsible for ensuring that the Hospital remains a safe place to work.

5. Information Technology

Ensure the most effective and efficient use of developments in information technology for administrative support in a manner, which integrates well with systems throughout the organisation.

6. Business Continuity Management

Business Continuity Management (BCM) is a holistic management process that identifies potential impacts that threaten an organisation and provides a framework for building resilience and the capability for an effective response that safeguards the interests of its key stakeholders and reputation” (BS 25999) All Staff employed in the Mater Misericordiae University Hospital are obliged to:

· make themselves familiar with the Organisational Business Continuity Plan

· attend BCM education sessions provided for them 

· make themselves familiar with their individual roles as set out in their departmental business continuity plan if applicable and or the Organisational business continuity plan

Note:

These duties and responsibilities are reflection of the present service requirements and may be subject to review and amendment to meet the changing needs of the Hospital.  The incumbent DEPUTY PAYROLL MNAGER will be required to maintain, enhance and develop their professional knowledge, skills and aptitudes necessary to respond to a changing climate.  
PERSON SPECIFICATION

	Job Title/Grade
	GRADE VI DEPUTY PAYROLL MANAGER

	Department
	FINANCE DEPARTMENT – PAYROLL SECTION

	Location
	MMUH

	Date
	SEPTEMBER 2026


	Requirements 
	Essential
	Desirable

	Qualifications


	Leaving Certificate
	IPASS/QQI Level VI Qualification related to Payroll Techniques/ Payroll Systems Management
Hold a third level payroll, Human Resource or Business qualification relevant to the post   



	Experience


	Have a minimum of 2 years’ experience in managing payrolls
Minimum of 2 years relevant experience in a Supervisory Capacity
	

	Organisational Knowledge


	Knowledge of Health Sector standards


	Knowledge of MMUH policies and procedures

	Professional Knowledge


	Ability to work within a pressurised environment
Ability to produce full end to end payrolls
Ability to manage teams effectively

Ability to communicate effectively with all stakeholders

Ability to address problems and resolve same

Lead and manage by example

Great organisational and planning skills

Ability to improve and develop a service.

	

	Other Skills
	Fully competent on Computerised Payroll Management Systems.
Excellent IT Skills(MS Office, Excel, Project, Powerpoint etc. and 

Crystal Reporting and Writing

Proficient in IT skills

Analytical Skills


	


Signatures:
____________________

_________________
Title: 

____________________

_________________
Date:

______________________

___________________

HR Rep:
____________________


Date: 

____________________
Essential: 

GRADE VI – DEPUTY PAYROLL MANAGER








	
	Effective Date: September 2026
Review Date: September 2027

	
	

	
	



GRADE VI DEPUTY PAYROLL MANAGER


