
VACANCY 

Payroll and Training Officer 
 
THE ROLE 
  
We are an award-winning manufacturing company based in Trafford Park, Manchester and are 

currently looking to recruit an experienced Payroll and Training Officer on a full time, permanent basis.  

50% of the duties for this role will be Payroll, Reward and HR Analytics, and the other 50% of the duties 

will be the responsibility for Training and Development, so this is a really great, diverse opportunity to 

get stuck into lots of different areas.  

The HR Department have recently been working on a project to implement a new IFS Payroll and T&A 

System, which is due to be rolled out to the business in August (Time & Attendance) and September 

(Payroll), therefore the successful candidate will be joining the business at an exciting and 

transformational time.  

ABOUT YOU 

We are looking for an enthusiastic Payroll and Training professional, ideally with CPP or CIPD 

qualifications to join our small but strong HR team. You will have excellent attention to detail, with a 

proactive and structured approach to work, being able to keep calm under pressure whilst adhering 

to multiple priorities and deadlines.  In this role you will regularly be speaking with managers and 

employees, therefore a friendly persona with the ability to build strong relationships across the 

organisation is integral.  

YOUR RESPONSBILITIES  

Payroll 

As our stand-alone Payroll Officer, you will be responsible for the full, end-to-end payroll process, 

collating all relevant information for the monthly payroll (including new starters, leavers, benefits, 

contract changes, sickness absence payments, allowances, maternity, apprentice levy and paternity 

pay). You will also assist in the administration of benefits schemes such as the pension, healthcare, 

and childcare voucher schemes.  

Working closely with our Finance department, you will manage the payroll software and T&A system 

(IFS), advising and keeping the company in compliance with changes in legislation and best practice 

to ensure our policies and procedures are kept up to date.  

We require someone analytical, with a mathematical aptitude and strong numerical skills to be able 

to produce insightful analysis and reports for the wider HR function, including headcount and 

statistical pay information.   

You will also play an integral role in coaching managers and supervisors on the new T&A system, 

delivering training sessions where required.  

 

 



 

HR and Training  

Diversified to cover more than just payroll, you will play a key role in implementing and 

administering the yearly incentive and rewards schemes across the company in order to motivate 

the Tenmat teams to exceed company targets and grow the business. 

As well as working with the wider HR team to continually improve Tenmat training and development 

processes, you will develop, monitor and coordinate graduate development and apprentice 

programmes, as well as monitoring the relationship with all training providers to ensure high quality 

and cost-effective training is delivered.  

WHAT WE OFFER  

We will offer you a competitive salary, 25 days’ annual leave (plus bank holidays), defined pension 

contribution scheme, BUPA private healthcare, life assurance, non-contractual company bonus, 

flexible and homeworking opportunities and more!  

TO APPLY 

To find out more information about this opportunity, please submit your CV to April Stevens, HR 

Officer, by emailing april.stevens@tenmat.com detailing your current salary and notice period.  


