Payroll Trainee
At Chiene + Tait (“C+T”), the success of our business is founded on being able to recruit the
best people, who share our values and are driven to make a positive impact. As a result, we
are recognised as a market leader and a firm that creates real and lasting value for our
clients. We provide you with opportunities to drive change and make a difference.
We have an exciting opportunity for a Trainee to join our team of payroll specialists who are
based in the Edinburgh office. We provide an outsourced payroll service for approximately
250 clients ranging in size from one employee to 350 with varying pay frequencies.
We offer the chance to work with clients in a wide range of sectors. This entry level role is
right for you if you are interested in developing a career in payroll. You will have the chance
to earn whilst you learn, by completing your professional payroll qualification at the same
time as gaining on-the-job experience.
What you will do
•
•
•
•
•
•

Process client payrolls from start to finish
Produce statutory payments to HMRC
Work closely with the payroll team to respond to client queries
Meet client deadlines to ensure that clients are paid the correct amount at the
correct time
Administrative tasks to assist the team in the preparation of the payrolls
Work towards your professional payroll qualification with our training provider

After training you will progress on to:
•
•

Take responsibility for your own portfolio of clients, and;
Provide specialist payroll advice to clients on a range of queries.

Who we are looking for
We are looking for an enthusiastic and motivated person who is willing to work hard and
learn in a professional team. You will:
•
•
•
•
•
•
•
•
•

Be interested in developing a career in payroll/accountancy practice or you may be
looking for a change of career with good transferrable skills gained through work
experience
Have good grades from school/college in Mathematics and English or other relevant
subjects, e.g. Accounting, Business Studies
Show that you take pride in your work through your accuracy and attention to detail
Be punctual and able to work to deadlines
Demonstrate that you are organised
Show good communication skills by listening and asking the right questions
Be good with information technology, ideally you have used Microsoft Office (Word
and Excel)
Show that you can use your initiative
Be willing to learn and study towards a qualification

About us
C+T brings together more than 140 specialists providing a wide range of high-quality
professional services. Headquartered in the heart of Edinburgh’s city centre, we also have an
office in Inverness and virtual offices in Glasgow and London. As members of a globally
connected network of more than 175 firms in 83 countries, we bring world-class capabilities
and high-quality services to clients, and a fantastic workplace culture and global opportunity
to our people.

