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PAYROLL OFFICER 
 
The Postal Museum is one of the newest and most exciting museums in London. We 
opened in 2017 and have already established the museum as a must-visit destination with 
award-winning experiences. Alongside hands-on exhibitions exploring over 500 years of 
British social and communications history, visitors can experience a subterranean ride 
through the tunnels of the old Post Office Underground Railway – Mail Rail. The museum 
welcomes over 160,000 visitors and our online content reaches almost a million users a 
year. We deliver award-winning learning, access and outreach programmes and provide 
unique experiences including popular Tunnel Walks under the streets of London. The 
museum also operates a children’s play space – Sorted! – popular with young families and 
schools. Alongside all this we offer one of the most unique venues in London for corporate 
hire and filming. 
 
 
Based: Central London – hybrid working and flexible hours. 
Salary: £11,200 - £12000 (FTE £28 - £30k) 
Hours: 14 Hours per week 
Contract: Permanent 
Probation Period: 6-months 
Reports to: Head of Human Resources 
Responsible for: N/A 
 
 
 
Who We Are   
The Postal Museum tells the story of postal communication and its impact on a global 
society 
  
Who We Do 
We use our collection to explore stories around communication, and to inspire everyone to 
make richer and more meaningful connections in their lives 
 
 
Our Values Are 
 

• Openness 
• Generosity 
• Innovation 
• Curiosity 
• Playfulness 

 
We Will 
 

• Be open and generous in spirit and action 
• Deliver innovation 
• Communicate our stories with clarity and playfulness 
• Be curious about people’s stories and experiences 
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PURPOSE OF THE JOB 
A new opportunity has arisen to play a key role in the smooth and efficient running of the HR 
function at The Postal Museum. Providing a high- quality HR service, focusing on payroll and 
benefits. The successful candidate will be responsible for running The Postal Museum’s 
payroll with our external provider; being a first point of contact for Payroll queries from across 
the museum. We are looking for dedicated, proactive and motivated Payroll Officer to join our 
HR team. The payroll function is central to supporting all our employees across the full payroll 
lifecycle and provides payroll service for over 80 employees. Working closely with an external 
payroll provider, you will be processing all relevant data from employment contracts and 
employees’ timesheets onto a spreadsheet or directly onto the external payroll providers 
system to ensure all pay elements are entered correctly. 
 
You will also work flexibly and undertake general HR / administration work as necessary. 
 
This position will require a key attention to detail for data entry and managing a high volume 
of data. You will also handle all incoming enquiries and process these accordingly and be 
involved with processing the payroll up to the point of sign off. 
 
 
 
PERSON SPECIFICATION 
EXPERIENCE 
(Essential criteria) 
• Substantial and recent experience of running payroll and using software systems. 
• Demonstratable knowledge of working with payments and making deductions from 

salaries (e.g., taxation, maternity leave, pensions administration). 
• Excellent organisation and attention to detail. 
• Competent with spreadsheets and producing reports.  
• Experience of working to tight deadlines and under pressure 
• Sound administrative experience. 

 
 

 
(Desirable criteria) 
• Experience of working with an external payroll provider. 

 
SKILLS/KNOWLEDGE 
• Excellent numerical, written and verbal communication skills. 
• First class attention to detail and data entry.  
• Good working knowledge of MS Office packages and excellent all-round IT skills 
• Working knowledge of MS Office packages and excellent all-round IT skills. 
• Strong customer service skills.  
• Highly organised and motivated, with an ability to prioritise workload.  
• Ability to build strong relationships with internal and external stakeholders.  
• Ability to manage own workload. 
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PERSON 
• A positive and flexible approach. 
• Respect for confidentiality. 
• Approachable, patient and professional to all colleagues.  
• Proactive/uses initiative. 

 
 
JOB DESCRIPTION 
Key Responsibilities and Duties 
 
PAYROLL 
• Following The Postal Museum procedures, process monthly payroll with external 

provider. 
• Create and maintain payroll records. 
• Deal with payroll queries and discrepancies. 
• Calculate employee overtime pay and holiday pay. 
• Work closely with the Financial Accountant to ensure s/he can run payroll if required. 
• Maintain good working relationships with internal and external partners. 

 
PENSIONS & LIFE ASSURANCE 
• Provide information to new staff about the TPM pension scheme, including opting out. 
• Provide monthly pension changes for Standard Life (pensions).  
• Inform staff of life assurance benefits and coordinate beneficiary paperwork. 
• Update life assurance records with external provider to review annual premium 

payments. 
 
GENERAL HR SUPPORT 
• Support the Head of HR with individual HR issues as requested. 
• Ensure staff are aware of and can access the TPM benefits system. 
• Maintain accurate records for staff using cycle to work benefits.  
• Maintain accurate records for staff using childcare vouchers.  
• Process season ticket loan requests. 
• Update Maternity, Paternity & Shared Parental Leave on the HRIS as required.  
• Willing and able to support HR colleagues with their work if necessary (e.g., during busy 

periods. 
•  Any other duties as delegated by the Head of Human Resources 

 
 
WORKING CONDITIONS  
We also recognise the value of flexible working, so will consider different types of flexibility 
(such a mixture of onsite and home/remote working). Working hours and days will be agreed 
in advance with the line manager and are subject to change as required. 
 
The postholder will be expected to monitor and report on their work as directed by their line 
manager. The postholder will be expected to pick up ad hoc duties as required.  
Flexible working options are available including some remote working. Occasional weekend 
and out of office hours working may be required. The postholder will be expected to work to 
office guidelines on handling, health and safety, lone working, etc. as advised, taking 
responsibility as appropriate.  
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All staff have access to a range of employee benefits including a cycle to work scheme, 
employee assistance programme and a range of discounts from retail and entertainment to 
health and wellbeing. 
 
This position may require an enhanced DBS check which will reveal any unspent 
convictions. A criminal record may not necessarily be a bar to placement, as any decision 
will be treated on its merits and individual circumstances subject to the museum’s overriding 
obligations to protect the children and vulnerable adults in its charge, members of the public, 
the safety of the museum’s staff and the Collection. 
 
 
TO APPLY: Please send your completed application form and the equal opportunities form to 
applications@postalmuseum.org 
 
CLOSING DATE: 10am, Monday 6th June 2022 
 
INTERVIEWS:    tbc 
 


