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Compare Job Adverts:

The 4 Job Adverts Compared
1. Payroll Assistant
2. Payroll & HR Administrator
3. Payroll Administrator (Payroll & Branch Support)
4. Office Administrator / Administrative Assistant

· Key Skills by Job Advert
1. Payroll Assistant
· UK payroll experience
· Strong Excel skills
· Accuracy with payroll data
· Experience with shift patterns / overtime (desirable)
· Attention to detail
· Meeting payroll deadlines
2. Payroll & HR Administrator
· End-to-end payroll management
· Knowledge of payroll legislation
· HR administration (starters, leavers, records)
· Confidential data handling
3. Payroll Administrator (Payroll & Branch Support)
· Payroll administration support
· High attention to detail & numerical accuracy
· Confident use of Outlook, Word, and Excel
· Branch and general administrative support





· Office / Administrative Assistant
· General office administration
· Handling calls, emails, and correspondence
· Document management
· Multi-tasking in a busy offices
· Microsoft Office skills
· Teamwork and communication

These are the most important and repeated skills:
·  Attention to detail & accuracy
·  IT skills (especially Excel & MS Office)
·  Data handling
·  Organisation & time management
·  Ability to multi-task
· Confidentiality & professionalism
· Good communication skills
administrative payroll experience to each common skill and knowledge area identified across the job adverts.
· Attention to Detail & Accuracy
My experience:
· Accurately inputting and checking payroll data
· Verifying employee details, hours, and figures before processing
· Ensuring records are correct to avoid payroll errors

· IT & Systems Skills (Excel, Word, Outlook)
My experience:
· Using Excel to enter, manage, and check payroll data
· Using Outlook for payroll-related communication
· Using Word for documentation and records
· Working with payroll or HR systems (if applicable)

· Data Handling & Numerical Skills
My experience:
· Working daily with numerical payroll data
· Inputting, updating, and reconciling figures accurately
· Handling employees pay information with care


· Organisation & Time Management
My experience:
· Handle payroll and other work responsibilities
· Working to strict payroll deadlines

· Confidentiality & Professionalism
My experience:
· Handling sensitive payroll and employee information
· Maintaining confidentiality and data protection standards

· Self-Assessment Using SWOT Analysis

1. Strengths
Strengths are personal qualities, competencies, or traits that provide a competitive edge.
Examples:
· Abilities: Good communication, analytical thinking, and technical skills
· Personal Traits: Resilience, adaptability, creativity, leadership.

Sample self-assessment entry:
· I demonstrate effective interpersonal and communication skills, supporting successful team interactions
· I am highly organized and able to manage multiple tasks under tight deadlines.

2. Weaknesses
Weaknesses are internal areas where improvement is needed.
Examples:
· Skill Gaps: Limited technical expertise in a specific tool or area.
· Behavioural/Personal Traits: Procrastination, difficulty delegating tasks, lack of confidence in public speaking.
· Habits: Time-management challenges, difficulty saying no, overcommitment.
Sample self-assessment entry:
· I sometimes have trouble managing time when handling many tasks.
· I tend to be overly self-critical, which can slow down decision-making.






3. Opportunities
Opportunities are external factors that can help you grow personally or professionally.
Examples:
· Learning & Development: Workshops, online courses, mentorship programs.
· Career Growth: New roles, promotions, networking opportunities.
· Personal Growth: Joining clubs, volunteering, public speaking engagements.
Sample self-assessment entry:
· There are opportunities to attend professional development workshops in leadership and management.
· I can leverage online courses to strengthen my technical skills in data analytics.
· Networking with peers and industry professionals can open doors to career growth.
4. Threats
Threats are external factors that might hinder your progress.
Examples:
· Work Challenges: High competition, changing industry trends, limited resources.
· Personal Factors: Work-life balance challenges, stress, health issues.
· Skill Obsolescence: Rapid technological changes that require constant upskilling.
Sample self-assessment entry:
· Rapid technological changes in my field may make current skills less relevant if I don’t continually learn.
· Increased workload could affect work-life balance and productivity.
· Competition for promotions in my organization is high, requiring continuous performance improvement.

· Self-Assessment: Personal Strengths and Areas for Development

1. Strengths
These are my internal qualities and skills that contribute positively to my personal and professional growth:
· Strong Communication Skills: I can clearly articulate ideas, actively listen, and collaborate effectively with colleagues and team members.
· Organizational Ability: I excel at managing multiple tasks and prioritizing work to meet deadlines.

2. Weaknesses
These are areas where I recognize the need for improvement:
· Time Management Under Pressure: Occasionally, I struggle to allocate time effectively when handling multiple high-priority tasks.
· Delegation:  sometimes take on too much responsibility instead of delegating tasks to others.

3. Opportunities
External factors that can support my growth and development:
· Professional Development Programs: Access to workshops, certifications, and online courses to improve both technical and soft skills.
·  Mentorship and Networking: Opportunities to learn from experienced professionals and expand my professional network.
4. Threats
External factors that could hinder my progress if not addressed:
· Rapid Technological Changes: Skills may become outdated without continuous learning and upskilling.
· High Competition: Career advancement may be limited due to competition, requiring constant improvement.

· Employment Goals Based on SWOT Analysis
Short-Term Goals (6–12 months)
1. Improve Time Management Skills
· Goal: Implement strategies such as prioritization, task scheduling, and the use of productivity tools to manage multiple responsibilities more efficiently.
· Alignment with Career Aspirations: Being organized and reliable enhances my reputation as a professional and positions me for leadership responsibilities.
2. Enhance Technical Skills
· Goal: Take relevant courses or certifications to strengthen my technical abilities (e.g., data analysis, industry-specific software).
· Importance: Bridging this skills gap increases my efficiency and allows me to contribute to complex projects.
· Alignment with Career Aspirations: Technical proficiency is critical for advancing into more specialized or senior roles within my field.
3. Develop Delegation Skills
· Goal: Learn to assign tasks effectively, trust team members, and monitor progress without micromanaging.
· Importance: Delegation reduces burnout and allows focus on higher-priority responsibilities.
· Alignment with Career Aspirations: Strong delegation skills are essential for managerial or leadership positions.

4. Build Self-Confidence and Reduce Overcritical Tendencies
· Goal: Practice self-reflection, seek constructive feedback, and apply decision-making frameworks to increase confidence in decisions.
· Importance: Reducing self-criticism will improve efficiency and decision-making.
· Alignment with Career Aspirations: Confidence enhances leadership potential and fosters a positive professional image.

Long-Term Goals (1–5 years)

1. Attain a Leadership or Managerial Role
· Goal: Progress into a role that involves leading teams, managing projects, and mentoring colleagues.
· Importance: Leadership positions allow me to leverage strengths while continually improving weaknesses such as delegation and time management.
· Alignment with Career Aspirations: My long-term career vision includes leading projects and teams to achieve strategic objectives in my fie.
2. Master Advanced Technical Competencies
· Goal: Achieve advanced proficiency in key technical areas and stay current with industry innovations.
· Importance: Ensures continued relevance and competitiveness in my profession.
· Alignment with Career Aspirations: Deep expertise opens doors for higher-level roles, consultancy opportunities, or specialized positions.
3. Establish a Personal Brand as a Reliable and Effective Professional
· Goal: Build a reputation for efficiency, strong communication, and leadership abilities through consistent performance and professional development.
· Importance: A strong professional brand enhances opportunities for promotion, collaboration, and networking.
· Aligning with career aspirations: Reputation and visibility are key for career growth

Personal Development Plan (PDP)
Objective: Boost effectiveness by addressing identified weaknesses (time management, critical tendencies, technical competencies, delegation) and leveraging strengths for professional growth.

1. Improve Time Management Skills
· Action Steps:
· Plan daily tasks using apps like Trello, Asana, or Google Calendar.
· Use a digital planner to manage daily tasks.
· Timeline: 1–3 months for habit formation; ongoing refinement.
· Resources Needed:  Use apps, tutorials, and mentoring to improve prioritization
Measure of Progress:
· Decrease in overdue tasks and last-minute assignments.
2. Enhance Technical Skills
· Action Steps:
· Find important technical skills for your job (like Excel, data analysis, or industry software).
· Take online courses, attend workshops, or get certifications.
· Timeline: 3–12 months, depending on how complex the skills are.
· Resources Needed: Online courses and training, structured tutorials, company-led programs, and mentor guidance.
· Measure of Progress:
· Successful attainment of courses or professional certifications
· Good feedback from colleagues or supervisors on technical ability.

3. Develop Delegation Skills
· Action Steps:
· Find tasks that can be delegated.
· Timeline: 1–6 months to practice delegating tasks consistently.
· Resources Needed: Workshops and guidance from senior leaders.
· Measure of Progress:
· Delegated tasks successfully
· Tasks assigned effectively

4. Build Self-Confidence and Reduce Overcritical Tendencies
· Action Steps:
· Practice weekly self-reflection through journaling.
· Weekly journaling to reflect on achievements and challenges
· Timeline: Ongoing, with initial noticeable improvement within 3–6 months.
· Resources Needed: 
· Measure of Progress:
· Making quicker, confident decisions when completing tasks
· Colleagues or supervisors noticed increased confidence.

5. Leverage Strengths
· Action Steps:
·  Help colleagues grow leadership skills through mentoring
· Mentor peers to improve leadership

· Timeline: Ongoing.
· Resources Needed: Opportunities to work on team projects and receive mentoring
· Measure of Progress:
· Good feedback from supervisors or coworkers.
· Completing complex projects successfully.

6. Review and Evaluate Progress
· Action Steps:
· Review goals and progress every month.
· Change strategies if actions are not working.

· Timeline: Reviewed monthly, with detailed quarterly assessments.
· Resources Needed: Self-review tools, mentor meetings, and goal sheets.
· Measure of Progress:
· Completing short-term goals on time.
· Recorded progress in identified development areas with ongoing enhancement of strengths.
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Full Time Office Administrator (office based)

CJ Nimmo Limited &
1a, Tattenham Way, Tadworth KT20 5NG
£28,000avyear - Full-time
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Full Time Office Administrator (office based)
CJNimmo Limited & | 1a, Tattenham Way, Tadworth KT20 5NG | £28,000 a year

Apply now [m] ® (<]

Location

©Q 13, Tattenham Way, Tadworth KT20 5NG

Benefits
Pulled from the full job description

* Free parking
* Company pension

Full job description

Overview
We are a family run business seeking a reliable, highly organised, detail-orientated and
proactive Full Time Office Administrator to join our team.

Working hours are: Monday to Friday 09:00 to 17:00
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This position involves a variety of administrative expertise, organisational skills, and
effective communication abilities. The successful candidate will mainly be responsible
for the preparation and processing of detailed daywork sheets, and the raising of
sales invoices, as well as daily office tasks, supporting staff and ensuring the smooth
running of daily operations.

Key Responsibilities/Duties:

* Perform data entry tasks accurately and efficiently.

* Prepare and process detailed daywork sheets.

* Generate and send out sales invoices.

* Raise and process purchase orders ensuring accuracy and compliance with
company procedures.

* Maintain accurate records, files and databases both physically and electronically.

* Monitor and manage incoming calls and correspondence with professionalism
and excellent phone etiquette.

* Manage diaries, schedule appointments and coordinate meetings for the team.

* Liaise with housebuilders, home owners, subcontractors and suppliers.

* Perform general administrative duties such as typing, photocopying, scanning,
filing and archiving.

* Support the wider team with general administrative tasks as required.
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Skills & Attributes

Proficient in Excel and Microsoft Office.

Strong analytical skills with attention to detail and accuracy.
Ability to manage multiple tasks and deadlines effectively.
Excellent communication skills both written and verbal.
Strong organisational skills and time management skills.
Ability to prioritise tasks and work under pressure.

Flexible and proactive approach to work.

Experience:

Previous administration experience in a similar role is essential.

Proficient computer skills, including Microsoft Office applications (especially
Excel).

Strong clerical experience that showcases attention to detail, accuracy and
efficiency.

Job Type: Full-time

Pay: £28,000.00 per year

Benefits:
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Key Responsibilities

* Answering and directing phone calls

* Managing and responding to emails

* Processing and submitting agent reports

* Liaising with clients and providing excellent customer service
* Maintaining and updating office policies and procedures

* Assisting with case allocation and monitoring updates

* Handling administrative requests from directors

* Supporting the team with general office duties

Skills & Requirements

* Strong computer skills (proficiency in Microsoft Office 365, Outlook, Word, and Excel)
* Ability to multitask and prioritise work effectively

* Excellent telephone manner and communication skills

* Proactive, confident, and a quick learner

* Full driving licence and access to your own vehicle (free parking available on-site)

* Previous experience in the enforcement industry is an advantage, but not essential




image11.png
What We Offer

* Opportunities to develop and learn new skills
* Free on-site parking

Job Type: Full-time
Pay: From £21,000.00 per year
Benefits:

* Free parking
* On-site parking

Experience:

* Admi

istrative: 2 years (required)
Licence/Certification:
* Driving Licence (required)

Work Location: In person
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Administration Assistant

Absolute Enforcement Ltd &

Ingatestone CM4 OEH

Full-time

Apply now a ()

Job details

Here's how the job details align with your profile @,

& Jobtype

Full-time v

© shiftand schedule

' Monday toFriday v

Location

(] Ingatestone CM4 OEH

Benefits

Pulled from the full job description
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Full job description

Absolute Enforcement Limited

Job Description: Administrative Assistant

Location: Margaretting, Ingatestone

Salary: £21,000 - £24,000 Depending on experience.

Hours: Full-time, Monday to Friday, 9am - 5pm (20 days annual leave + Bank Holidays)

About Us

Absolute Enforcement is a fast-growing and dynamic business. We're looking for a dedicated
and positive individual to join our vibrant team. While we work hard to achieve our goals, we
also believe in fostering a supportive and fun environment, including regular team-building
days. If you thrive in a busy, fast-paced office and enjoy working with a close-knit team, we'd
love to hear from you.

The Role

As our Administrative Assistant, you will play a key role in ensuring the smooth and efficient
running of our office. You'll handle a variety of administrative tasks, from managing phone
calls and emails to processing client instructions and agent reports. This role requires
someone who is hiahlv oraanised. able to manaae multiple tasks at once whilst workina
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Key Responsibilities

* Answering and directing phone calls

* Managing and responding to emails

* Processing and submitting agent reports

* Liaising with clients and providing excellent customer service
* Maintaining and updating office policies and procedures

* Assisting with case allocation and monitoring updates

* Handling administrative requests from directors

* Supporting the team with general office duties

Skills & Requirements

* Strong computer skills (proficiency in Microsoft Office 365, Outlook, Word, and Excel)
* Ability to multitask and prioritise work effectively

* Excellent telephone manner and communication skills

* Proactive, confident, and a quick learner

* Full driving licence and access to your own vehicle (free parking available on-site)

* Previous experience in the enforcement industry is an advantage, but not essential
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What We Offer

* Opportunities to develop and learn new skills
* Free on-site parking

Job Type: Full-time
Pay: From £21,000.00 per year
Benefits:

* Free parking
* On-site parking

Experience:

* Administrative: 2 years (required)
Licence/Certification:

* Driving Licence (required)

Work Location: In person
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Payroll Administration Assistant

Revolution Partners &
Hurst Road, East Molesey KT8 9AY
£30,000 ayear - Temporary, Temp to perm, Full-time

Apply now a ® (=]

Profile insights

Here's how the job qualifications align with your profile

®  skills

Sage (required) v Payroll (required) v Accounting (required) v
Do you have experience in Sage?

Yes No Skip

Job details

Here's how the job details align with your profile &

& pay

£30,000ayear v
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Location

© Hurst Road, East Molesey KT8 9AY

Benefits
Pulled from the full job description

* Annualleave

Sick pay

Free parking

* Company pension
On-site parking

Full job description

Our company is part of a dynamic investment group with a diverse portfolio of
businesses across multiple sectors. As we continue to grow and strengthen our
operations, we are now seeking a Payroll Administration Assistant to join our central
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support team initially on a 6 month basis but with a view for the role to become
permanent.

Working closely with our Group Finance Manager and Group Financial Controller, this
is an exciting opportunity for someone with strong organisational skills and attention
to detail to play a key role in ensuring the smooth running of payroll and financial
processes across our group of companies.

Payroll duties

* Process monthly payroll for all portfolio entities (currently 4), ensuring accuracy
and timeliness.

* Enter employee data and process changes, such as new starters, leavers, and
salary updates.

* Input and verify timesheet data for hourly employees.

* Calculate and process deductions, tax codes, and statutory contributions like
pensions and National Insurance.

* Process statutory leave payments.

* Prepare and distribute payslips.

* Respond to staff queries about pay and tax.

* Create payroll reports for management.
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Payroll Administration Assistant

Revolution Partners 4

Hurst Road, East Molesey KT8 9AY

£30,000 ayear - Temporary, Temp to perm, Full-time

Apply now a ()

Location

© Hurst Road, East Molesey KT8 9AY

Benefits

Pulled from the full job description

* Annualleave

* Sick pay

* Free parking

* Company pension
* On-site parking

Full job description

Our company is part of a dynamic investment group with a diverse portfolio of businesses
across multiple sectors. As we continue to grow and strengthen our operations, we are now
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seeking a Payroll Administration Assistant to join our central support team initially ona 6
month basis but with a view for the role to become permanent.

Working closely with our Group Finance Manager and Group Financial Controller, this is an
exciting opportunity for someone with strong organisational skills and attention to detail to
play a key role in ensuring the smooth running of payroll and financial processes across our
group of companies.

Payroll duties

* Process monthly payroll for all portfolio entities (currently 4), ensuring accuracy and
timeliness.

* Enter employee data and process changes, such as new starters, leavers, and salary
updates.

* Input and verify timesheet data for hourly employees.

* Calculate and process deductions, tax codes, and statutory contributions like pensions
and National Insurance.

* Process statutory leave payments.

* Prepare and distribute payslips.

* Respond to staff queries about pay and tax.

* Create payroll reports for management.
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General and administrative duties

* Maintain and update employee records.

* Ensure data is entered accurately and securely.

* Provide administrative support to the finance teams.

* Answer general queries from internal and external contacts.

* Assist with creating documented instructions for payroll processes
* Maintain organised filing of information

Skills & Experience:

We are looking for someone who is keen to learn and grow within a supportive environment.
This is an ideal opportunity for someone in the early stages of their finance career to develop
lity and be part of a team that values accuracy, i

itiative and

their skills, take on responsil
progression. For this reason, not all of the following skills are not essential for this position
but would be advantageous:

* Experience processing payroll accurately and on time, ideally across multiple entities or
business units

* Finance ad ration: Strong understanding of basic accounting principles, including

nurchase ledaer sale< ledaer and reconciliations
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* Problem-solving mindset: Proactive approach to identifying issues, suggesting
improvements, and supporting process efficiencies.
* Confidentiality & integrity: Demonstrated ability to handle sensitive information with

discretion and professionalism.
Job Offer
- £30,000 Annual Salary
- Full-time, office-based role initially with potential hybrid working after 6 months
- 25 Days Annual Leave + Bank Holidays
- Company pension scheme
- Supportive working environment with established finance team
- Free on-site parking

Job Types: Full-time, Temp to perm
Contract length: 6 months

Pay: £30,000.00 per year




