Schedule 1 [image: ] Job Description

 Job Description	Payroll Officer (4-6m FTC)	

Job Title:	Payroll Officer (Contract Role)
Channel:	Finance
Reports to:	Payroll Manager
Location:	Support Office
Approved by:	Human Resources
Prepared Date:	2024
Responsibility Statement
4-6 month FTC role focused on a payroll project and BAU payroll processing.
Key Responsibilities

· Payroll project 
· Processing of fortnightly pays for all employees in New Zealand and Australia including:
· [image: ] Updating and processing of change of details for all staff including changes of status, change of payment details, change of location in both payroll system and time and attendance system.
[image: ] Determine relevant termination calculations and process termination pay
[image: ] Terminate employees off payroll and time and attendance system and archive appropriately.
[image: ] Calculating Sick Leave, Annual Leave, LSL, Termination and ETP payments [image: ] Payment of garnishees as required or requested
[image: ] Terminate leavers off payroll system and archive appropriately [image: ] Employee parking and recovery
[image: ] Reporting and updating data on payroll related matters as required [image: ] Preparation of Month End Workpapers including:
[image: ] Reconcile General Ledger Accounts
[image: ] Review the salaries and wages accounts for accuracy [image: ] Calculate month end accruals and prepayments
[image: ] Preparation and reconciliation of payroll related payments including: [image: ] Group Tax Calculations and payment
[image: ] Monthly Payroll Tax calculations and payment in multiple states [image: ] Monthly superannuation payments and returns
[image: ] Filing of related paperwork
[image: ] Ensure all payroll and personnel forms are completed and chase any missing information [image: ] Handling staff payroll queries
[image: ] Processing reports as required
[image: ] Preparing information for Workers Compensation renewals [image: ] Other tasks as directed

Customer Service
[image: ] Ensure high standards of customer service to internal and external stakeholders

Initial	
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Carry out friendly and efficient customer service at all times, ensuring the customer service is consistent
Provide a high standard of Customer Service in dealing with customer inquiries and complaints
Have a complete understanding of the Lagardère AWPL Travel Retail Rules and Procedures and Policies and to abide by these rules at all times

[image: ]

[image: ] Responding to emails
[image: ] Payroll processing deadlines [image: ] Month End deadlines
[image: ] Month end journals & reporting
[image: ] Other statutory deadlines [image: ] payroll tax, PAYG etc.


· Skills, Knowledge and Experience required

· Previous Australia and New Zealand payroll experience 
· Retail Award interpretation, preferably on a national level
· Electronic Payroll System experience
· Electronic Time & Attendance System experience [image: ] desirable
· Affinity payroll system and UKG T&A experience desirable	
· Ability to maintain confidentiality
· Sound knowledge of Excel, and Microsoft Office applications 
· Highly analytical
· Attention to detail
· Strong organisational and communication skills



Competencies

Accountability
The obligation of an individual or organization to account for its activities, accepts responsibility for them, and to disclose the results in a transparent manner.

Communication
Is able to relay information clearly and succinctly in a variety of communication settings and styles; can get messages across that instigate appropriate actions.


Customer Focused
Commits to meeting the expectations and requirements of internal and external stakeholders; acts with stakeholders in mind; values importance of providing high-quality customer service.

Diversity
Manages all kinds and classes of people equitably; supports equal and fair treatment and opportunity for all; fosters a climate of inclusion, where diverse thoughts are freely shared and integrated.

Operational Excellence
Projects a professional image of oneself and the organisational demonstrates a positive attitude,
[image: ] [image: ] [image: ] [image: ] [image: ] [image: ]-workers, colleagues and customers. Reviews on performance and actively seeks and acts on advice & guidance.

Innovation
Anticipates future consequences and trends accurately; brings creative ideas to market; recognizes strategic opportunities for change; creates competitive and breakthrough strategies.

Integrity
Is widely trusted; is seen as a direct, truthful individual; presents truthful information in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn't misrepresent himself or herself for personal gain.

Professionalism
Adheres to the highest standards of professionalism and adopts best practices. The ability to maintain stable performance in the face of pressure or opposition.

Results Driven
Pursues everything with energy, drive, and a need to finish; does not give up before finishing, even in the face of resistance or setbacks; steadfastly pushes self and others for results.

Team Spirit
Builds cohesive teams of people within the organization; shares wins and success such that each team member feels valuable and appreciated; guides teams to establish and achieve goals.

Performance Standards
Performance Standards will be measured based on the Key Result Areas & Competencies listed above, identifying levels of standards with a measurable outcome. Performance Standards are described in the accompanying performance standard document, and will be discussed on the commencement of employment.

Work Environment
The position will predominantly be base at the Sydney Support office, although you may be required to travel to the stores in the Pacific region as required. The airport is a strictly controlled security environment and you are obliged to meet all policies and procedures required. A security check is mandatory for all staff and a breach of security could result in your employment being terminated.

Physical Demands
The demands of the role include the ability to remain in a seated position at a computer station and using office equipment for long periods, may involve manual handling, the ability to stand for long periods when working at the Airport stores and the capacity to deal with the pressures of a fast paced service environment is required.

Occupational Health & Safety
[image: ] Work in a manner that will not endanger your Health and Safety
[image: ] Work in a manner that will not endanger the Health and Safety of others
[image: ] Comply with Policies, procedures and processes that have been developed to assist you in performing tasks without injury
[image: ] Communicate to both fellow workers and management any hazards or risks to Health and Safety that you observe

Special Note
The above statements are intended to describe the general nature and level of work being performed by people assigned to this role. They are not intended to be an exhaustive list of all responsibilities, duties and skills to perform the role.

Schedule 2 [image: ] Expected Standards of Behaviour

You must at all times during your employment:
work such hours as are reasonably necessary to perform your duties;
perform your duties with the degree of competence and efficiency appropriate to the position; use all reasonable efforts to promote the interests of the Company and the Group;
comply with all lawful directions given by the Company or any person duly authorised by the Company;
comply with all policies and procedures of the Company and the Group in place from time to time;
disclose to the Company all companies of which you are a director; and
keep the Company fully informed of all matters material to your duties and the business and interests of the Company and the Group.
You must not at any time:
a[image: ]
[image: ][image: ]
personal use or to view or distribute offensive or illegal material; unlawfully discriminate against or sexually harass another person; bully another person; or
engage in other inappropriate behaviour.
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