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An independent day and boarding school for boys and girls from 3 to 18 years 

old, set in the heart of the Welsh countryside 
 
 

Appointment of 

Payroll/HR Administrator 
 

As soon as possible 

 



Gwell Dysg na Golud: Our Education is our Wealth 

Llandovery College is one of the leading independent educational establishments in Wales. Comprising a 

Preparatory School and Senior School, our ethos is driven by pride, passion and performance. Our values 

are compassion, tolerance, kindness, integrity, generosity of spirit combined with a commitment to ser-

vice and academic excellence. 

 

Our pupils receive a bespoke academic education, tailored to excite and inspire young minds. We pro-

vide a stimulating and fulfilling learning environment where, in small class sizes, teachers have time to 

give children the individual attention they deserve. Our success and reputation are about getting the 

best academic results, alongside a rich and varied activity programme, allowing your child to exceed 

their expectations. 

“Passionate about Sport. Serious about Education” 

Home to around 250 pupils, aged 3 to 18, Llandovery College is a close-knit community of boys and girls, 

boarders and day pupils from Wales, and from all over the World 



Payroll/HR Administrator  
Full time (part time considered), permanent: Monday to Friday  

A unique opportunity for an organised, efficient, people-centered ad-

ministrator. 

As a result of continuing growth Llandovery College are looking to strengthen their accounts team and 

are pleased to offer the role of Payroll/HR Administrator. 

The successful candidate will work as part of the accounts administration team and will be expected to 

complete a wide range of tasks.  This role is a great opportunity for any individual who wants to expand 

their current payroll knowledge to include HR administration but also broaden their accounts experi-

ence. 

Job Description 

Your main responsibilities as the HR administrator will 

be to maintain and update employee records, as well as 

managing various HR documents and internal data-

bases. 

You will act as the first port of call to employees for all 

HR related queries and will handle the majority of em-

ployee documentation, including contracts, recruitment 

paperwork and starter packs. A good understanding and 

knowledge of employment law and ensuring the HR de-

partment conforms to these would be highly beneficial. 

The Finance/Payroll role is divided into two areas,  

The first will be to facilitate the consistent and precise delivery of two monthly payrolls, one salaried 

the other hourly paid as well as any HR administration that needs to be undertaken.  

Duties to include the collating of data from the Colleges payroll software and making any alterations 

necessary for all staff to be paid accurately and on time. 

The processing of offers letters, DBS checks, setting up new starters/ processing leavers, keeping accu-

rate holiday, attendance and sickness records, chasing up departments for missing paperwork and filing 

in an organised manner that information can retrieved at a moment’s notice. 

The second role, and depending on the level of experience, will be the accurate processing of accounts 

information onto our accounting software, currently Xero, to include but not limited to, the posting of 

journals, daily banking entries, credit control along with any ad hoc requests from the Financial Control-

ler 



About you  

The role will require a hard-working, enthusiastic individual, with excellent communication skills and a 

high level of confidentiality, who will be able to easily fit into our friendly and supportive team. 

 

The Applicant: 

• Must be confident in payroll processing and administration, including legislative returns. 

• Have thorough attention to detail and the ability to spot inconsistencies / mistakes in data. 

• Flexible approach and the professionalism to handle sensitive and confidential information. 

• The ability to work independently and at times under pressure to ensure deadlines are met. 

• Be a strong communicator and work well with other members of staff. 

• Be computer literate, having a good working knowledge of Word / Excel / Outlook  

• Be familiar with the workings of payroll and accountancy software. 

 

To be considered for the role, you will need: 

Essential  
 

• Minimum 1 year processing into payroll software 

• minimum 1 year in a similar role with sound knowledge of processing into an accounting package. 

• Excellent communication skills, both verbally and written  

• High level of organisation, and ability to prioritise  

• Skills in building effective relationships  

• Ability to work with individuals across the organisation  

• Professional in appearance, with an excellent classroom manner and flexible approach  

• Capacity to work under pressure and to meet deadlines  

• Recognition of the importance of confidentiality  

• Cultural awareness and sensitivity  

 
Desirable  
 
• Experience as an HR administrator or HR administrator’s assistant  

• Understanding various data management software systems, like iSAMS  

• Computer literate with programmes such as word, excel, etc.  

• Good understanding of employment laws  



Applications 

 

Applications should be sent to the Deputy 

Warden, together with a covering letter and 

the names, addresses, telephone numbers 

and email addresses of two referees.  

 

For convenience, email communication may 

be used. 

 

Ms A V Sandford 

Llandovery College, 

Queensway, 

Llandovery, 

SA20 0EE 

 

01550 723002 

 

Deputy.warden@llandoverycollege.com 

 

What we can offer you: 

As well as offering a competitive salary in line with Llandovery pay scales, pension, and the support of a dedicated 

and committed staff team, we can also offer you the opportunity to further develop your skills and talents with 

us.  

The role will require a hard-working, enthusiastic individual who will be able to easily fit into a friendly and sup-

portive team of talented and committed teachers who are focused and well-organised. 

Full training on all on-site systems will be provided. 

The Package:  

Salary will be dependent on experience. We offer 20 days holiday a year plus bank holidays, free on-site parking, 

free school lunches, 5 days per year full sick pay. 

Llandovery College is an equal opportunities em-

ployer; we value diversity and are strongly com-

mitted to providing equal employment opportu-

nities for all employees and all applications for 

employment.  

 

Equal opportunities are the only acceptable way 

to conduct business and we believe that the 

more inclusive our environments are, the better 

our work will be. 

 

Llandovery College is committed to safeguarding 
and promoting the welfare of children and young 

people and expects all staff and volunteers to 
share this commitment. 

 

This appointment will be conditional on success-
ful pre-employment and enhanced DBS checks 


