cruitment

Local National Direct Hire (LNDH)

i Z US Visiting Forces

Job Title: Civilian Pay Technician PP-SRS-GRD: S-0544-06
Location: RAF Mildenhall Vacancy Number | VA24 RPA 278685
Open Date: 15 March 2024 Close Date 28 March 2024
Work Hour Per Week | 375 Salary (Per Hour) | s:soesssuer s yeusters s eis0s over 22 eas

NOTE: Several vacancies may be available - multiple selections can be made from this announcement

Main Purpose

We arecurrentlyseekinga highly skilled andmotivatedindividual to join a premierteamof payroll technicians
atthe 100 ForceSupportSquadronRoyal Air ForceMildenhall, United Kingdom.

Theprimary purposeof this positionis to providepayroll processingindtechnicalsupportto a variety of
agencieacrosghe UK. You will inputdataandquality checkall mastempayroll recordsto ensurecorrect
informationregardingtaxes socialsecurity,pensiondeductionsaandcourtdeductionsarein the systemReview
andsolveproblemsusingknowledgeof all UK/US laws,rules,regulationsandpoliciesregardingpay
entitlementsTraceandcorrectcommonandmorecomplexerrorsandomissionsn leavepaydeductionsand
masterrecordsduringthe payperiod.You will Preparemonthly paymentof British taxesandnationalhealth
contributionsto Her MajestyRevenueand CustomsPreparalisbursemendf UK pensionsandprovideareport
to the personnebffice. Generatall reportsandpayroll informationnecessaryo affectpayfor employees.
Maintainandbalancepayroll accountf original entry,the cashdisbursementegisteranddeterminesndof
periodadjustmentsGive technicaladviceandguidanceo employeesandmanagemerandattend
meetings/briefingasandwhenrequired.

If you're looking for a challenging gratifying careersupportingthe US Visiting Forcesin the United Kingdom--
thisjob is for you; applytoday!

Knowledge and Experience Required
Applicants must demonstrate the following:

1. Knowledgeof abody of complicatectivilian payandleaverules,regulations|aws,allowancesaandproceduresandthe
datasystemaisedto supportpayactions.

2. Skill in performingarithmeticcomputatione€ommonto payroll function.

3. Ability to compile,researchreconcileandrecordfinancialdata,analyzepayroll recordsandreportsandtakecorrective
action.

4. Ability to operatea computersystemandotherelectronicmedia.




Other Important Information

Hours of work: Start & end times may be modified due to mission needs and in accordance with organization’s flexible
working policies.

Will be required to handle and safeguard sensitive information in accordance with applicable US and UK laws, rules,
and regulations.

Must obtain and maintain the appropriate security clearance.

May be assigned other duties that are appropriate to the grade and skill set of the employee.

May be required to travel by military and/or civilian aircraft in the performance of official duties or attend necessary
training. Position may be coded as mission essential.

A 6-month probationary period will be required.

Overtime may be required.

May be required to travel overnight to US or other countries in the performance of official duties or attend necessary
trainin

Other significant facts pertaining to this position are:

Benefits

25 days Annual Leave + UK Bank Holidays, Annual Leave year-to-year carryover in accordance with
program policy

Paid Sick Leave; year-to-year carryover in accordance with program policy

Pension Scheme

Life Assurance Scheme

Employee Assistance Program (EAP)

Free on-site parking

Specialized Training provided throughout entire period of employment

Development opportunities available

Time off, cash and honorary awards and recognition available for significant contributions and consistent high
performance

Free access to on-site gym facilities




Who Can Apply

e Citizens of the UK, Nationals of European Community (EC) Countries, and Commonwealth Citizens, other Foreign
Nationals, and Stateless persons provided no restrictions have been imposed as a condition of continued residency in
the UK.

e Applicants who have a minimum of five years consecutive residency in the UK are considered for this position;
however, those who do not meet this criterion will be considered on a case-by-case basis. All successful applicants
will require a security clearance.

Please note pre-appointment security clearance requirements may delay start date.

e Proof of identification in the form of a photo ID will be required, for example a driving license or current passport.
This position may have certain restrictions to US citizens due to the Status of Forces Agreement. For
additional information contact the LNDH team on 01638 544955.

How To Apply
Interested candidates must complete an application form obtainable from the Civilian Personnel Website;
https://www.mildenhall.af.mil/Portals/9/documents/civ_pers/AFD-150724-024.pdf?ver=2016-04-28-085219410.

All applications must submit the following documents via email to 100fss.fsmc6(@us.af.mil and received prior to the
closing date to be considered for the position.

Required Documents
e LNDH Application
e  Curriculum Vitale and/or Resume

Optional Documents

Transcripts

Certifications

Letters of Recommendation
Right to Work Documentation

Equal Opportunity Employer
There will be no discrimination in employment practices based on gender, age, marital status, disability, race, nationality,
religion or beliefs, sexual orientation, being or not being a member of a trade union.

U ecrmtment

T, US Visiting Forces
Local National Direct Hire (LNDH)
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	undefined: We are currently seeking a highly skilled and motivated individual to join a premier team of payroll technicians at the 100 Force Support Squadron, Royal Air Force Mildenhall, United Kingdom. 
 
The primary purpose of this position is to provide payroll processing and technical support to a variety of agencies across the UK. You will input data and quality check all master payroll records to ensure correct information regarding taxes, social security, pension deductions and court deductions are in the system. Review and solve problems using knowledge of all UK/US laws, rules, regulations and policies regarding pay entitlements. Trace and correct common and more complex errors and omissions in leave pay deductions and master records during the pay period. You will Prepare monthly payment of British taxes and national health contributions to Her Majesty Revenue and Customs. Prepare disbursement of UK pensions and provide a report to the personnel office. Generate all reports and payroll information necessary to affect pay for employees. Maintain and balance payroll accounts of original entry, the cash disbursement register and determine end of period adjustments. Give technical advice and guidance to employees and management and attend meetings/briefings as and when required.

If you’re looking for a challenging, gratifying career supporting the US Visiting Forces in the United Kingdom -- this job is for you; apply today!
	1: 1. Knowledge of a body of complicated civilian pay and leave rules, regulations, laws, allowances and procedures; and the data systems used to support pay actions.

2. Skill in performing arithmetic computations common to payroll function.

3. Ability to compile, research, reconcile and record financial data, analyze payroll records and reports and take corrective action.

4. Ability to operate a computer system and other electronic media.
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