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Payroll & Benefits Advisor
Responsible to
Colleague Services Manager
Location

National Tennis Centre, 100 Priory Lane, Roehampton, London SW15 5JQ 
Salary
Up to £40,000 per annum depending on experience
Maternity contract       October 2026 – October 2027
About the Role

The People Team ensure we have the right people, in the right roles, with the right skills to deliver the LTA’s vision of ‘Tennis opened up’. The LTA’s mission is to grow tennis by making it welcoming, enjoyable and inspiring to everyone.
As a team, we provide leadership, expert advice and support to the organisation throughout the employment lifecycle, enabling people to perform in their roles. It’s a fast paced and diverse environment so agility, flexibility and the ability to work well under pressure to get the job done are critical to success.
We’re looking for a Payroll & Benefits Advisor to join our People team on a maternity cover basis. This role plays a key part in ensuring our people are paid accurately and on time, while also supporting the smooth delivery of our benefits offering.

As Payroll & Benefits Advisor, you’ll be responsible for managing end-to-end payroll processes, working closely with internal stakeholders and external providers to maintain accuracy, compliance and confidentiality. You’ll also act as a first point of contact for payroll and benefits queries, providing clear and helpful guidance to colleagues across the LTA.

Alongside payroll, you’ll support the administration and continuous improvement of our benefits programmes, helping to ensure a positive and engaging employee experience. This is a great opportunity for someone who enjoys working with detail, building relationships, and contributing to an efficient and people-focused department.

You’ll thrive in this role if you’re highly organised, proactive, have the ability to juggle multiple deadlines with a strong understanding of payroll processes and a keen interest in colleague benefits.

Key Accountabilities 
· Ensuring all new starters are set up in the HRIS processed for payroll

· Processing change to terms and conditions of employment throughout the employee cycle

· Administering leavers from the LTA.

· Processing accurate payroll changes

· Maintaining confidential employee files

· Preparation of management information reports as required

· Supporting HRIS development projects as required

· Be the go to person for advice and guidance on the LTA People Portal (the HR self service portal)

· Acting as the first point of contact for day-to-day queries on all LTA’s benefits 

Person Specification 
Previous Experience of:

	Experience of administering employee lifecycle changes through a HRIS
	Essential

	Experience of administering and advising on a range of company benefits
	Essential

	Being responsible for maintaining accurate records and working with confidential data
	Essential

	Experience of bringing process efficiencies
	Desirable


Knowledge, Training & Qualifications:
	Intermediate IT Skills including Word, Excel, PowerPoint, Outlook, Internet
	Essential

	Experience of being a System Administrator for a HRIS
	Essential

	Comfortable working with numbers
	Essential

	HR or Payroll Qualification
	Desirable 


Personal Attributes (Our Values)
	Inclusion
	· I make people feel welcome.
· I recognise the power of our differences.

· I create a safe environment.

	Teamwork
	· I collaborate well across teams.

· I actively listen to others. 
· I actively offer to help others.

	Integrity
	· I act with honesty and respect.
· I take responsibility for my actions.

· I am dependable.

	Passion
	· I approach things with a positive mindset.

· I motivate and energise others.

· I take pride in my work. 

	Excellence
	· I am ambitious and want to exceed expectations.
· I want to learn more to improve.
· I am adaptable to change.


Life at the LTA
The LTA, through its vision 'Tennis Opened Up', is committed to creating an inclusive environment where all colleagues feel included and a strong sense of belonging. We particularly welcome applications from people from ethnically diverse communities, deaf and disabled people, members of the LGBTQ+ community and people with lived experience of the UK's many and varied communities.

Read some of our colleague testimonials below and find out more about our LTA benefits here
“As a new mum, I’ve appreciated the LTA’s newly enhanced benefits, which have supported me during maternity leave and in my return to work. In total, I have been with the LTA for four years and love the diversity of my role.”
“Everyone's respected in terms of the culture, ethnicity, and the background, so you don't feel inequal in any capacity. I remember how supportive my team had been during Ramadan, being fully understanding of its requirements and flexible with my work schedule.”
“As a new starter at the LTA, my experience has been overwhelmingly positive. Being a tennis fan, I was excited to join the organisation, and from day one, I’ve been impressed by everyone’s dedication to our mission of ‘Tennis Opened Up’, as well as promoting diversity, inclusion, and sustainability.”
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