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Position Description

Job Title Payroll and Finance Officer
Reports To Finance Team Leader
Team Finance Team

Role and Responsibilities (Level 3)
Primary Objective

As the Payroll and Finance Officer, you will work under general direction from the Finance Team
Leader to undertake varied duties that contribute to the objectives of the Finance Team. This role
also provides financial support as part of the Shared Services team to our current and potential
clients including payroll, accounts receivable, accounts payable. Building excellent working
relationships with the clients is an integral part of the role to ensure that the support provided is
professional, accurate and timely for our clients.

Responsibilities

You will be responsible for prioritising, planning, organising, and monitoring your work, and
providing support to management and staff within your area of responsibility including but not
limited to:

Process allocated fortnightly payrolls within the required time frame.

Provide back up for all payrolls including Better Together and Shared Services.
Process workers compensation claims, and correspondence.

Calculation of termination benefits.

Balance all payroll ledger accounts, including the posting of all payroll related journals.
Prepare payroll reports.

Ensure the ATO and Superannuation payments are paid within the required time frames.
Calculation of staff leave entitlements, including long service leave, as required.

End of financial year payroll processing including the reconciliation of wages and STP
lodgements.

Complete DEX reporting within required timeframes

Follow up on outstanding Debtors monthly

Bank reconciliations

QLeave reconciliations and lodgements

Streamlining of processes.

Update and maintain payroll and financial procedures.

Interpretation and application of relevant modern awards.

Processing Commonwealth Home Support Program (CHSP) invoices

Processing of Accounts Receivable for all our Shared Services clients

Assist with Shared Services Clients enquiries

Perform other financial administrative duties where reasonably directed.

Provide backup for the Accounts Payable position when needed.
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Personal Attributes

Good communication skills — both written and verbal.

Demonstrated ability to work in accordance with Better Together Values.

Ability to meet all deadlines with excellent time management skills.

Collaborative nature and able to cooperate effectively in a teams-based environment.
Positive and enthusiastic while maintaining a high level of respect for others.

Flexible and able to operate effectively with minimal supervision within a changing
environment.

High level of professionalism and respect when dealing with confidential information.

Selection Criteria

Qualifications

Relevant qualification.

C-Class Driver’s License.

Current Blue Card, or the capacity to obtain one.

Current National Police Check, or capacity to obtain one.

Knowledge and Skills

Essential

Experience processing end to end payroll for approximately 50-100 staff.
Experience using MYOB and Xero software including accounts receivable, accounts
payable and payroll.

Experience in interpreting modern awards.

Ability to meet regular deadlines and prioritise workloads.

Experience in Microsoft Suite and a minimum intermediate level of Excel skills.

Desirable

Understanding of SCHADS Award.
Experience using Time and Attendance platform.
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