POSITION DESCRIPTION – PAYROLL MANAGER
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Position Description
PAYROLL MANAGER
Designation:
PAYROLL MANAGER

HSUA Administrative Officers Vic Public Sector Multi Employer Certified Agreement 2009-2011
(Classification:  HS4)
Program/Unit:
Finance - Payroll
Purpose of Position:

· Responsible for the generation of/all aspects of the production of the Wodonga Campus payroll.
Organisational Environment/Reporting Relationships:

· Responsible to the Financial Controller
Supervisory Responsibilities:

· Assistant Payroll Officers (approx 1.7 EFT)
· Casual Data Entry staff as may be used from time to time.

Primary Responsibilities:

1. In conjunction with the Financial Controller, ensure the efficient and accurate generation of the Wodonga Campus payroll;
2. Deliver an efficient and effective Payroll service to all employees and managers of Albury Wodonga Health – Wodonga Campus;
3. Ensure that policies, procedures and systems applicable to Payroll are understood by Managers and Staff, as appropriate, and to work closely with line managers to facilitate the application of those core Payroll policies, procedures and systems while maintaining consistency and accuracy within the payroll team;
4. Maintain a pro-active relationship with Managers and staff, including prompt response to calls and dealing with specific issues;
5. Promote quality activities within the department;
6. Prepare statistics, reports, presentations and other documents as required, including researching of comparative information as required;

7. In conjunction with the Human Resources Department, ensure that the Health Service meets relevant legislative (NSW, Vic. and Federal) requirements as appropriate, in relation to HRM/IR and Award/Agreement implementation;
8. Provide efficient and effective customer service, dealing with queries promptly and in a courteous, helpful and friendly manner;
9. Assist other members within the Payroll team as required.
10. Establish and maintain accurate and comprehensive payroll records for all staff ensuring that the security of the records is upheld;
11. Maintain detailed records of all interactions and queries and ensure suitable documentation is completed and filed appropriately;

12. In conjunction with the Human Resources Department, provide advice and management of employee remuneration and entitlements through the various Health Industry Awards;
13. Promote an organisational climate conducive to learning and professional growth.

14. Maintain a personal professional development program as agreed with the Financial Controller.

15. To reconcile each pay fortnightly.
16. To reconcile payroll with ledger monthly.
17. To summarise, draw and distribute cheques for deductions fortnightly/monthly.
18. To request cheques for payroll and taxation and liaise with Accounts Payable for appropriate desk banking of requested funds.

19. To handle enquiries regarding payroll.
20. To facilitate/prepare off-line and termination pays and draw cheques as required.
21. Other Payroll related needs as may be necessary from time to time in accordance with the requirements of the role.

Specific Delegations:

· To be agreed through the Financial Controller as may be approved through the Executive Committee.

Performance Appraisal:

· Review of performance within six months after commencement and annually thereafter.  
Signature of employee
.......................................................

Witness

.......................................................

Date


.......................................................

Annexes:



Other Relevant Information:


References:




Contact Point:


Financial Controller
Committee:





Approving Committee:
Human Resources

Responsible Committee:



Date Approved/Reviewed:



Date for New Review:



Computer File Identification:



File Location:


SELECTION CRITERIA
MANDATORY CRITERIA

KSC 1
Highly developed computerised payroll experience acquired within a large and complex organisation.  Experience with PayGlobal would be well regarded.
KSC2
Computer literacy in a Microsoft environment.

KEY SELECTION CRITERIA

KSC3
Demonstrated sound knowledge and commitment to contemporary Payroll Management practice, with detailed knowledge of the specific issues related to Payroll with the ability to demonstrate Payroll leadership and innovation.

KSC4
Demonstrated experience in Award/Agreement interpretation.
KSC5
Knowledge of, and involvement in, current remuneration (Salary Packaging) practices within the current legislative framework.

KSC6
Highly developed interpersonal, communication and negotiation skills.

KSC7
Demonstrated capacity to coordinate and promote decision making within a cooperative and collaborative environment.

KSC8
A strong customer service focus.  Able to deliver a service to both internal and external customers in a manner that is friendly, personal and helpful.

KSC9

NOTES:

A current National Police Check is to be provided prior to appointment.

AWH is the principal regional health care provider in the event of disaster and emergency.  The occupant of this position understands and acknowledges that he/she may be required to work as assigned if requested to meet the Health Service’s responsibilities in the event of a disaster or emergency situation.
While this position description reflects the current duties and responsibilities, it is not to be interpreted as all inclusive.  It may be subject to review from time to time.







