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Reward Analyst – Job Description

	Purpose of the Role

	Reporting into the Head of Reward the post holder will support the Reward Function and take responsibility for monthly reporting, and managing the benefits inbox as well monthly taking part in the monthly Pension process. There will also opportunities to take part in analytical projects.


	Key Accountabilities

	Compensation and Benefits
· Develop/maintain standard operating procedures (SOP’s)
· Manage invoices for all benefits 
· Be the point of contact for health care scheme, life cover, EAP, salary sacrifice other benefit provision with providers/staff queries
· Pay benchmarking as required

· Maintenance of the benefits portal
· Manage holiday exchange windows and administration of scheme
· Review data for PMI renewals 

· Process Life Assurance claims
· P11d data collation for applicable benefits
· Maintain HR Benefits policies and procedures
· Pensions administration

· Salary Sacrifice monthly reporting/NLW checks

· Annual review on NLW checks in April for new rates

· Assist on ad hoc projects as required



	
	Essential
	Desirable
	Method of Assessment

	Training and Qualifications
	· ‘A’ Levels or equivalent qualification


	· Degree level qualification


	Application form & Interview



	Experience
	· Previous experience of working in a Reward/Benefit administration
· A thorough knowledge of Microsoft products including MS Word, Excel and PowerPoint 

· Experience of working with HR systems
· Good knowledge/understanding of data
· Experience working with large data files/data cleansing/accuracy checks

	· Experience in the use of management information
	Application form, Interview and references.



	Aptitude and Ability
	· Excellent written and verbal communication skills

· Positive and proactive attitude
· Ability to establish and maintain efficient working relationships

· Work on own initiative and with minimum supervision

· Ability to work under pressure, with a confident approach

· Highly organised and excellent attention to detail


	
	References

Interview



	Other
	· Flexibility, occasional late evenings or early mornings may be required
· Able to travel around all Cygnet Units nationwide from time to time.
Please note:

This document is a guide to the duties of the post-holder and not an inflexible exhaustive specification.  It is subject to review and may be altered by mutual agreement in light of future developments.
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