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Introduction
Employability is an important factor in life. It is the term that incorporates skills for the ability to obtain work. It is aimed at the development of skills, abilities, knowledge and experience. These abilities are highly accepted to enable their growth and development in the organisation. Berghman and Vloeberghs (2003) mentions that every job determines different kind of roles and responsibilities that look for a different kind of skill. In this essay, the role of a Payroll Manager and Credit Control is explained in an efficient manner. The importance of a good cv is discussed. Lastly, the role of team working is taken into consideration.
Task 1: 
Job Description
What is a Job Description?
A job description is a general, broad statement of a particular job, on the basis of an analysis of the job. A job description includes the duties, purpose, responsibilities of the job that is being advertised, along with the title of the job. It is the basis of a job specification. They are the duties and requirements for recruitment of an employee. Without the listed essentials in a job description a person cannot perform their role right.
Overall a job description is the basic duties and responsibilities an employee is supposed to perform for an organization or company. A good job description must include the following;
a) A job summary
b) A list of job function
c) Requirements
d) Other information
For the role of a Payroll Manager and Credit Control, the type of duties that should be in the job description’s requirement includes;
Duties:
· Processing weekly payroll for 250 agency workers (LTD companies and Umbrella) using various internal and external timesheet portals and systems as well as paper time-sheets 
· Exporting and reconciling payroll data in accounting systems (Sage) 
· Reviewing LTD documents and Umbrella compliance documents to ensure the HMRC regulations are followed. 
· Responding to agency workers' enquiries 
Finance Responsibilities include 
· Purchase Ledger payments and reconciliations 
· Ensure the on-going smooth management of the finance team of Credit Controller, Sales Ledger Administrator and Finance Assistant
Source: Reed.co.uk


Purpose
The purpose of a job description is to create a clear understanding of the summary of tasks. It plays an effective and important role in a n organisational management. It changes an organisation in managing and growing the abilities of a person. These include;
· It explains that what an employer is expecting from his employee in the performance of his duties.
· Job description the grading and pay systems can be organized honestly and rationally.
· Job description describes the necessary reference implements for discipline matters.
· It describes the clear role of the candidate for the job.
· It describes the structure, rules and regulations for a company or an organization to guarantee obligatory deeds, liabilities and tasks.
· It provides foundation to measure performance of a job.
· It provides necessary ideas for development and training.
(An example of a job description is in Appendices Figure 1)

Person specification
What is a Person Specification?
It is the skills that a candidate for a job must have to complete the tasks of the role they are applying for. It outlines the educational requirements, experience and any personal qualification that the organisation requires for the right person for the job.
A person specification sets out qualities of an ideal person for a job. A person specification is normally based on roger’s 7-point plan. This plan distinguishes between essential and desirable qualities with each heading.
Purpose
The purpose of a person specification allows the person applying for the job to understand what the organisation is looking for and if they fit the role. For example, for the role of a Payroll Manager and Credit Control one of the requirements would be;
· Computer Literate
· Educated to at least A/ Level
· Have a degree in Accounting preferably
(An example of a person specification is in Appendices Figure 2)


Task 2: CV 
A CV is the first step to applying to a job. It sets the basis of the first meeting between you and a prospective employer. Therefore, your CV should always be well organised and laid out in an appropriate manner, because this is plus the skills you obtain would make the employer call you in. It is also advisable to keep it interesting as it tells the employer a great deal about who you are, what you have done and what how you could be a positive addition to the organisation or company. It also helps to make you understand the skills you have, the responsibilities you have had to uphold in former organisations or companies previously worked at and what other skills you can pursue to add to the cv to attract more employers. With all this you begin to have confidence in yourself which would then show to the employer that you know what you are doing.
The purpose of a CV is to get an interview. Employers should want to know more about you and your work ethic by inviting you in for an interview after reading your cv. You get to have complete control over what an employer knows about you. It is never good to falsify information, but highlight the good, and try leave out the bad. Make sure your lasting impression is a thoughtful and positive one.
In Picture 1 of the Appendices is an example of a Payroll Manager and Credit Control CV. It clearly outlines the qualification that has been obtained in the profession, the general profile clearly shows the experience gained and the skills I have. It follows with a technical profile. Then the Employment history that shows previous jobs and duties obtained in them. The most important part that employers look at some days are the professional trainings acquired which is displayed in a professional and clear manner for the employer to understand.
Task 3: STAR Model
Competency questions make up a job interview it seals the deal with most employers, it allows the employer to assess the candidates experience, skills and qualities suitable for the job. A model/ technique called the STAR model assists the candidate to answer the questions easier and in a more structured way.
Using this method enables to answer question on Team Working and Time Management in a systematic manner without leaving out any important parts. The STAR method stands for;
Situation; The scene, what you were working on, who you were working with, when it happened and where you were.
Task; Your role in the situation
Action; Talk about what you specifically did
Result; Should be a positive one.
Team Working 
Can you share an example of a situation in which teamwork enhanced your output as an employee?
Most of my duties in the roles I have done entails me to work with a Team. Although there are team conflicts or issues, I always try to step up as team leader, if needed. I think my communication skills make it effective for me to stand up as a mediator. In this scenario, I had to work with two other colleagues to get payroll information ready for auditing.
	Situation
	Task
	Action
	Result

	Working together to get all our payroll information intact ready for the auditors. I was working with 2 other colleagues in the organisation.
	We were to make sure that all payments were in the right folder. As the Payroll Manager, I knew where most of the information were so I had to make sure it was all out ready for when my colleagues come in.
	So, we had to take a folder each and make sure that invoices were paid on time and they were stamped with the right date. I also, had to look on the system to make sure they match.
	While there were conflicts, I was able to diffuse it and we worked well together as a team.



Time Management 
Tell me about a time you had to complete a task under a tight deadline. Describe the situation, and explain how you handled it.
I typically always plan my work and make sure I priorities to make sure everything is done at the right time and effectively. With this skill, I can also achieve effective work while under tight deadline. A payment deadline was needed to get met when new employers submitted their details a day late for when payment was to be run. Although, there were some mishaps everything went smoothly and everyone was paid on time with no charges to the organization.
	Situation
	Task
	Action 
	Result

	There were some new employers and they had not given in their payment details on time, but there was still a day to get them on the current pay date.
	So, what I had to do is re-enter the payroll information and include their information in and re run the payment. For this I was given an authority figure to quicken the payments without charge for the company.
	Took a few extra hours to make sure everyone gets paid on time and the right payment was made.
	The employers and suppliers were paid on time with no struggle or complaint from them.



Conclusion
This essay covered employability and all the procedures and requirements that are related in applying to work in an organization are explained. First, the roles and responsibilities with a Payroll Manager and Credit Controller suggest the attentiveness and most importantly focusing on numbers and computer literacy. Participating with the front office and line manager is also required. Further, the primary outcomes of the study are to get intellect about the team work that is another required employability skill. 
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Appendices
Figure 1: Job Description
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Job description: Recommended courses

Payroll Manager Sage 50 - Accounts & Payroll *Best
new year offer

Duties include: Online, <o paced

£34

* Processing weekly payroll for 250 agency workers (LTD companies and Umbrella) using

various internal and external timesheet portals and systems as well as paper time-sheets Sage 50 Accounts & Payroll 2017-

Beginner to Advanced - CPD

* Exporting and reconciling payroll data in accounting systems (Sage) Certified & IAO Accredited

* Reviewing LTD documents and Umbrella compliance documents to ensure the HMRC g‘"ghru‘s self-paced
regulations are followed.

Sage 50 Accounts & Payroll 2017
Complete Course - CPD & IAQ
Accredited

* Responding to agency workers' enquiries

Finance Responsibilities include
Online, seif-paced

* Purchase Ledger payments and reconciliations £306

* Ensure the on-going smooth management of the finance team of Credit Controller, Sales
Ledger Administrator and Finance Assistant
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Person Specification

Job title - Payroll Manager

Experience
Essential Citerla

Educated to degree level or equivalent relevant experience.
Experience of working in payroll for an organisation of comparable size and complexiy.
Experience of relevant payrallsystems.

Experience of statutory pension requirements and returns.

(Good I skils on generic Microsoft and other programmes, n partcular excel.

Experience of implementing and improving processes for an organisation of comparable size.
and complexity.

Desirable Criteria

Experience of working within the schools or education sector.
Human Resources or Finance experience.

1
2

3. Experience of working with internal and external auditors.
4. Experience of the Safeguarding of children in the workplace.

personal Qualities
Essential Criteria

Highly attentive to detail and analytica,
Excellent communicator with ability to communicate atal levels.
Self-motivated and organised.

Responds well to challenge and pressure.

Committed to personal professiona! development.

Commitment to Equalty and Diversiy in the work place.
Commitment to the Safeguarding of younger people.

Desirable Criteria
1. Ability o think of the wider impact of their decisions.

2. Able to challenge colleagues, including those more senior, on issues in the workplace.

o1:59
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PATRICLA FAKROGHA
PAYROLL SPECIALIST, ACIPP

Naousliy:  Britsn

Tolephone: 0044208014583 Mobile: 0044743543719

Emal pak@hemalon
GENERAL PROFILE
. 4 orgaaized payral specalist who offers &

Iytcal Sl with an abiliey 0

o Highly motivated and focused individusl with excellat problem.
slving skl

+ Abilis o work unsuperised and trives under pressure.
TECHNICAL PROFILE
+ Proficent i the implementation snd_use of Windows based
applicaionssuch 25 Sun version 4. and Vision O&A. Quick books.
Sage line S0, Sage ine 100 & 200, Sage S0 Payroll Pegasus Pasroll
(Opera’$) and Advanced Microsoft Excel il

+ Considerable experience in snalysing. interpreation nd presenttion
ofiaformation s management.

+ Revising and setng all payrol e’ personal annual objectives

+ Normalday o day runaing:
function.

decision making s ead ofthe payroll

+ Complte responsibiliy for all Year End reporting, payments and
pavroll compliance.

EAPLOYEMENT HISTORY.
Payroll & Credit Control Manager Mar 2002 Nov 2017
North London YMCA

Adkievement

* Managingthe dsy to day payroll ystem:
(Housing & Chariey)

Pesion fo both argnsations.

osworss [

ud overseing four safs withi the pasroll department 3 payeall

adicers and 1 volunteer)

« usist hend of aance withinternal controls of he payroll and processing (rik and
policies)

« Easuring that ll weekdy and mondaly time sheets ar correcl entered on o e
pavroll system.

 Dealing vith Starters, Leavers, Deductions, SMP, SPP aud SSP, Attchments of
‘Earaing (AEO). snd Student oan deductions

+ Processing P11, Pis, Pass

* Managing the HVIRC accountforboth organsafios nclding fling KTL
Davias P32 and easuring compliance with HMRC requirements

« Runaing montly repors

« Managed the chanes from Opera 3 toSage 50 Payrol and integratng the HR
sytem (reathe)

« Solely mansged the implementation of Ao enrolment n both orgasiafion.

« Prepare the vear end reconclstons and report:for both OEERWANAR.

* Maintin th day 0 day purchase edger and credit control making sure that
suppliers are pai promply and remiftance dvice by email supplier queries are
auiwered prompity

« Reviewing sged debtors aud reducing balances belors 30 days

« Reduced theorzapiation: debt by 40% through a pressured approach (eephone,
leter, lsing with et collectrs

 Dealing with HMRC on telephone snd emil

* Dealing with Business partaers e budget holders regarding over statement oftaf-
slary

« Providing training (0 senor mansgement tcam ud junior S6ffs o payroll matters

Bookesper/Accounts Assistant
Well Mansged Accounts
Achievement:

September 2009 - December 2011

« Preparation ofclint accounts such s sales, purchase and mominal ledger coding
. entering onto sysem. Prepared monthly accruas, prepavments and

depreciaton
+ Producing bank reconclaion and expenses analysis: Creditcard statements and
ety cash and montly fee ivoicebilng.

« Procesing batchsupplier invoice and paymentson monthly basis

VAT returassre prepared by me and montbly Budgets ad Cash low usiag excel
spreadshets

 Ruaning the monthly payrol fo clients desing with startrs snd leavers, SSPSAP,
Studentloan deducton, AEO aud salay fournals

* Managed snd overseeing a team o fwo payrol safs

Finance Mansger
Soloman & Company
Achievemeat.

v
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‘Prepared cliens accounts coding and entering onto systems
Seting up and running clientspayroll, moathly ud foraighty wing Sage eSO
‘Linsng with HMRC conceraing clients returas ud other (ax nquiries
‘Procesing cheques for payments

Tavoicingcliens n quatert bass and doiag credit control or prompt payments
(Checking new clients busines needs nd adviing on sccouats setap

Ordering of all taioner and office supplies

Fiasnceayroll Mansger
TKcom
Achievement:

2008- 2007

 Orersesingthe purchase ledger and salesIedger, making joural entries wsing Suge
accounting package

 Twas respousible for checking th creditors satement fo accuracy and maiatained
2 Drepavmentschedule wing Excel spreadsheet which I then ouras ont saze

© Whilt a¢ T com T maiatained he mondhly pasroll procesing and desling with
queres

Benstit Assessment Assistant
Enfild Council
Achievement

2004-2004

* Used the council' ssessment sstem the Assst o work out benefts o the ederly
i residential and now-residential homes and those ou referrals (o private residental
Sciommodation sad their sntiemeats

+ Occasional manual calculatons of peasion credicwere done
* uswered the phones, Dealt withclints” queries on phone and in person.

Payroll Supervisor 19992008

Pentabact

Ahievement

* Maintained the day-to-day payrel processing from dealing with weekly imesheets
© administerin the month and weeld pavroll run

‘Deal with satutor deductons sch 15 CSA, Student loan

‘Was responsible i checking overime and overtime payments wih th department

‘Easuriag the company’s policies were ollowed

‘Maintained the sicknes records and clculated SAP sud SPP.

‘Run reports and print pay slis Used exce spreadsheet 0 collute repors

(Carried aut earead refuras, priatin all ecesary Feports

EDUCATION

sswores (%

kemikentebe@gmail.com

aiversiey of Wales London Campus
‘Baraet Collee, NVO2 AAT PAYROLL
Hertfordshire Regions! Colege, Bookeeping
aiversie of North Loadon, BA Accounting & Finance
~PROFESSIONAL TRAININGS ACQUIRED

CIPP (CPD awaras heta:
Payroll Update

Insight nto Payeall Management

Payroll Update

Payroll Benefis & Aboltion o Dispensation
Advanced Pavroll Management

‘Ceneral Data Protection Regulation

Size
Auto enrolment Pension

'REFERENCES ARE AVAILABLE ON REQUEST

June 2017
Jun-Jun 2009
March 2000
1992-1095
Dec 201
Jue 2015
Dec s
06
e 206
e 207
R 20





