Role Profile Addendum 
(to be completed for generic role profiles, mapped to multiple positions)   
Please provide details specific to this position. While this information will not be used for job evaluation purposes, it will support processes such as recruitment and selection, salary supplements, performance management, and other relevant business processes. 
	 Job Title:
	Head of Service Centre

	Role Profile Ref:
	MUL060

	Role Profile Title:
	Head of Service 1

	Directorate:
	People and Culture

	Service area:
	Payroll, Pensions, Reward and People & Culture Systems



	Specific responsibilities associated with this position 

	Service context
The role operates within a complex, high‑risk service environment delivering critical Reward, Systems, Payroll and Pensions services across a complex landscape. The role requires a strong focus on statutory compliance, assurance, pay governance and service resilience.
Operational leadership and service delivery
· Provide strategic and operational leadership to Reward, Payroll, Pensions and Systems teams via Team Managers, ensuring sufficient resilience to protect business‑as‑usual activity, pay processing and statutory payroll deadlines while enabling change and improvement activity.
· Ensure pay, reward and contractual arrangements are implemented accurately and consistently, aligned to approved frameworks and council policy.
· Maintain oversight of complex and high‑profile risks, intervening where necessary and escalating appropriately.
Reward, pay and statutory assurance
· Provide senior oversight and assurance across reward and pay delivery, including job evaluation application, pay structures, allowances, market supplements and contractual variations, ensuring decisions are lawful, auditable and applied consistently.
· Provide senior oversight across payroll and pensions delivery, including PAYE, National Insurance, statutory payments and deductions, and public sector pension schemes (LGPS and Teachers’ Pensions).
· Lead internal and external audits across reward, payroll and pensions activity, providing assurance on compliance, accuracy and control effectiveness.
· Take ownership of audit findings and remediation actions, including responding to and, where appropriate, professionally challenging audit recommendations.
Systems leadership and governance
· Provide leadership of HR, payroll and reward‑related system configuration at a strategic level (not operational configuration), ensuring end‑to‑end system architecture, controls, interfaces and dependencies are understood and appropriately managed.
· Ensure reward and pay framework changes are translated safely into system design and configuration, sequencing change to protect payroll accuracy and statutory compliance.
· Oversee system audits, reconciliations and reporting to minimise corporate risk, protect pay and data integrity and enhance customer experience.
Change, improvement and risk management
· Lead the delivery of Reward, Payroll, Pensions and Systems‑related change and project activity, ensuring solutions reflect professional best practice within the constraints of multiple, interdependent systems.
· Support policy and process reviews relating to reward, pay and employment terms, making evidence‑based recommendations informed by legislation, audit requirements and system capability.
· Balance innovation and transformation with the need to maintain pay governance, affordability, equity and statutory compliance, clearly articulating risk and impact to non‑technical senior leaders.


	Specific person specification associated with this position 

	· Senior‑level ability to interpret and explain complex legislative, system and audit requirements to non‑technical leaders. 
· High‑level knowledge (not operational delivery) of: 
· UK payroll legislation and statutory frameworks
· Public sector pensions schemes (LGPS and Teachers’ Pensions)
· Employment legislation affecting pay, deductions and records
· Financial regulations, Standing Orders and audit requirements
· Data protection and information governance
· Proven ability to lead services operating across multiple employers or client groups. 
· Strong judgement in knowing when to escalate risk and when to act decisively. 
· Experience of sequencing change safely in high‑risk operational environments.
· High‑level understanding of reward frameworks, job evaluation application, pay structures, allowances and market‑based pay decisions within a public sector and unionised environment. 
· Ability to balance reward strategy delivery with affordability, equality, governance and system capability.


	 
	Other requirements for this position

	
	Health Surveillance: Will the postholder be exposed to hazards that will require health surveillance? No

Politically Restricted Posts: Is this post politically restricted? No 

Lone Working: Will the postholder be required to work alone? No 

Supplementary Payments (eg Recruitment & Retention payment): Is there any approved salary supplement in place for this role? No 

DBS Check: Will the postholder require a DBS check? No 

Career Grade/Career Pathway Is there an established career grade or career pathway in place for this post? No
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