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Payroll and People Systems Assistant
Newcastle upon Tyne | Hybrid | Level 2, SCP 6-9 £16,363–£17,164 per annum | Permanent | 22.2 hours per week

Benefits that support you:
✔ 11.5% employer pension
✔ 25 days leave + three Christmas closure days
✔ Flexible working
✔ Enhanced family-friendly policies
✔ Employee Assistance Programme

About National Energy Action (NEA) 

National Energy Action (NEA) is the national fuel poverty charity. We have worked across England, Wales, and Northern Ireland for over 40 years, to ensure that everyone can afford to live in a warm, healthy home. ​

Millions of households across the UK still face high energy bills, low incomes, and poor energy efficiency. We work with frontline practitioners, companies, regulators and governments to support vulnerable clients, raise awareness, and achieve enduring change. Our work tackles these challenges head-on, delivering practical support, influencing policy, and improving lives.
Our values guide how we work every day — we make things happen, we put people first and we lead the way. These values come to life through our behaviours, including pulling together, owning the outcome, and supporting one another.
You can find out more about our work at www.nea.org.uk.

About the team
This role is a shared service position supporting both the Finance and People and Culture teams. It provides payroll and people and culture systems administration across the organisation, with a primary focus on accurate and timely payroll processing, statutory compliance and the effective administration of employee data and people and culture systems.


About the post 
We are looking for a motivated and committed Payroll and People Systems Assistant to support the delivery of payroll and people systems administration across National Energy Action. Working collaboratively with the Finance and People teams, you will play a key role in ensuring payroll is accurate and delivered on time, employee records are maintained correctly, and people and culture systems support effective people processes. This is a varied role where you will:
· Prepare and process monthly salary calculations and maintain payroll records.
· Support statutory payroll requirements including PAYE, National Insurance, pensions, and RTI.
· Prepare, reconcile, and post monthly payroll journals and process payroll-related payments.
· Respond to payroll queries and support year-end payroll processes.
· Maintain accurate employee records within Iris Cascade and support employee lifecycle administration.
· Produce regular and ad hoc people reports and support data quality checks.
· Work with Finance and People teams to ensure payroll and people and culture data remain aligned.
· Support people and culture systems testing, reporting developments and continuous improvement.
Your work will directly support National Energy Action’s ability to maintain accurate payroll and people information, meet statutory requirements, and provide effective support to colleagues across the organisation.
Term and conditions of employment 

Salary: 	The salary range is £16,363–£17,164 per annum (Level 2, Points 6 – 9). New appointments will usually begin at the starting point of the scale. 
 
Hours of work: 	22.2 hours per week, Monday to Friday, with flexi-time

Contract: 	This post is a permanent position.
 
Holidays:                  25 days, plus three additional days over Christmas/New year period, plus all public holidays per annum. Entitlement is pro-rata for part-time staff.
 
Pensions	11.5% employer contribution (non-contributory)   

Other benefits	Flexible working, enhanced family-friendly benefits, eye test payments, bicycle loans, Employee Assistance Programme, employee benefits platform.
 
Office:	Hybrid or office based as agreed. Minimum one day per week in the Newcastle office; Hybrid/home working is subject to health and safety and GDPR checks. 
Right to work:	Applicants must already have the right to work in the UK.

How to apply 
Applications must be submitted using the National Energy Action application form. Please quoting reference R117.
Use this form to detail why you are interested in the post, your qualifications, experience, and any other relevant information. You might find this guidance useful.
· Apply online by clicking here
· Alternative formats: Email jobs@nea.org.uk
· Closing date: 12.00 noon – Tuesday 27 October 2026
· Interviews: w/c 9 November 2026 
National Energy Action is an equal opportunities employer. We welcome applications from all individuals with the required skills and experience. Please note CVs will not be accepted as part of the application process. No agency or advertising enquiries please.
We regret that only short-listed candidates will be contacted. If you have not heard from us within four weeks of the below closing date, please assume that your application has been unsuccessful.













JOB DESCRIPTION 

Post:			Payroll and People Systems Assistant

Responsible to: Finance Manager and Head of People and Culture (shared service role)

Job purpose / summary

The Payroll and People Systems Assistant supports the delivery of payroll and people systems administration across the organisation, with a primary focus on payroll processing and statutory compliance.
Working collaboratively with the Finance and People teams, the postholder will undertake monthly payroll activities, maintain payroll and employee records, support reporting requirements, and ensure data accuracy across payroll and people and culture systems. The role also supports the administration, maintenance and continuous improvement of the organisation’s people and culture system, Iris Cascade.
The position requires excellent attention to detail, strong organisational skills, and the ability to manage confidential information while working to strict payroll deadlines.

Key responsibilities:

Payroll processing and administration (primary focus)
· Prepare and process monthly salary calculations to ensure payroll is delivered accurately and on time.
· Check, maintain and update payroll records, payroll trackers and salary master data.
· Prepare, reconcile, and post monthly payroll journals.
· Process payroll-related payments including salaries, HMRC and pension contributions.
· Ensure compliance with PAYE, National Insurance, pension auto-enrolment, and RTI requirements.
· Assist with pension administration, enrolment, contributions and reporting.
· Respond to payroll queries in a timely, professional and confidential manner.
· Support year-end payroll processes including P60s, P11Ds and audit requirements.
· Maintain payroll records in line with GDPR and data protection requirements.
· Keep up to date with payroll legislation and support continuous improvement of payroll processes.
People and culture systems administration (secondary focus)
· Maintain employee records within Iris Cascade.
· Support onboarding, contractual changes and leaver administration.
· Produce regular and ad hoc people reports.
· Support system audits, data quality checks, and user access administration.
· Maintain absence, leave and organisational data.
· Work with Finance and People teams to ensure payroll and people and culture data remain aligned.
· Support system testing, reporting developments and continuous improvement activities.
· Assist with the effective administration of people and culture systems and processes.

































	PERSON SPECIFICATION

	


Essential criteria:
Experience
· Experience preparing payroll calculations, adjustments, and processing payroll through a payroll system.
· Experience working in a payroll administration or payroll support role.
· Experience maintaining employee data within an people and culture, people management or payroll system.
· Experience producing reports from people and culture and/or payroll systems.
· Experience maintaining and updating confidential payroll records, trackers, and datasets.
· Experience handling payroll-related queries and working with sensitive and confidential information.
· Experience working to strict deadlines while managing multiple priorities.
Knowledge and skills
· Strong understanding of UK payroll legislation and compliance requirements, including PAYE, National Insurance, pensions, statutory payments, and HMRC reporting requirements.
· Knowledge of pension auto-enrolment requirements.
· Working knowledge of payroll systems, ideally Iris Cascade, Sage 50 Payroll or similar.
· Strong data management and data quality skills.
· Good working knowledge of Microsoft Excel, including formulas, reconciliations and working with large datasets.
· Understanding of GDPR and data protection principles relating to employee information.
· Excellent attention to detail and accuracy.
· Strong organisational skills with the ability to manage competing priorities and meet strict deadlines.
· Effective communication skills, with the ability to work across Finance and People teams and handle sensitive information confidentially.
Qualifications
· GCSE (or equivalent) in English and Maths (Grade C/4 or above).
Desirable criteria
Experience
· Experience working with people and culture and payroll systems, ideally Iris Cascade or a similar platform.
· Experience using Sage 50 Payroll or a similar payroll system.
· Experience using Access Financials or a similar finance system.
· Experience preparing payroll journals and financial reconciliations.
· Experience supporting payroll audits and year-end payroll processes, including P60s and P11Ds.
· Experience working within a Finance, Payroll, or shared people and culture /Finance service environment.
· Experience supporting people and culture systems administration and employee lifecycle processes.
· Experience supporting system testing, reporting development or process improvement projects.
Knowledge and qualifications
· Desirable: payroll qualification (e.g. CIPP) or equivalent payroll training.
· Understanding of people and culture processes including onboarding, contractual changes, and employee record management.
· Awareness of benefits-in-kind (P11D) reporting and expenses processing.
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