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POSITION DESCRIPTION 
Position: 726 Payroll Officer 
Work Area: People and Culture 
Classification: Level 5 
Supervisor: 5298 Team Leader, Payroll 

OUR VISION 

To create a better tomorrow. 

OUR PURPOSE 

To transform lives through learning and knowledge in every place we operate and with every community we serve. 

OUR VALUES 

Integrity, community, sustainability 

For further information about UniSC, visit us online:  usc.edu.au/about 

OVERVIEW OF PEOPLE AND CULTURE 

People and Culture is a strategic partner supporting the University by providing skilled advice and quality services 
to attract, develop, motivate and retain a diverse workforce.  We do this with an emphasis on engagement based 
on consultation and communication with the university community and we provide leadership in creating an 
inclusive, supportive and healthy work environment to enhance the quality of work life for all employees. 

PRIMARY OBJECTIVES OF THE POSITION 

1. Provision of advice on a broad range of payroll and superannuation matters.  
2. Contribute to the efficient and effective delivery of the University’s fortnightly payroll functions.  
3. Ensure compliance with relevant legislation, policy and procedures.  

NATURE AND SCOPE OF POSITION  

Under the general direction of the Team Leader, Payroll, the HR Officer (Payroll) will provide a high level of support 
and advice across a broad range of HR activities. 

KEY ACCOUNTABILTIES OF THE POSITION 

1. Provide advice on payroll, superannuation and taxation matters, ensuring the University is meeting payroll and 
superannuation legislative requirements. 

2. Provision advice in response to enquiries regarding the enterprise agreement, policies, procedures and related 
legislation as they relate to conditions of employment. 

3. Assist with regular and end of year reporting requirements including general ledger reporting, payroll tax, 
workers compensation, ABS reports, ATO reporting and ad hoc internal reporting.  

4. Undertake general ledger and other reconciliations, calculate and reconcile payments and leave accumulations, 
prepare and reconcile STP reporting, and process timesheets, commencements and terminations. 

https://www.usc.edu.au/about/strategy-quality-and-planning/strategic-plan-2025-2028/vision-purpose-and-values
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5. Investigate and resolve payroll and systems matters, including the calculation and reconciliation of payments 
and leave accumulations.  

6. Compliance with relevant audit and risk requirements and controls is imperative, and liaison with internal and 
external auditors will occur on occasion. 

7. The incumbent contributes to the efficient and effective delivery of the University’s payroll functions to ensure 
the fortnightly pay run is executed accurately and in accordance with relevant deadlines. 

8. Contribute to continuous improvement of associated policies and processes, providing recommendations for 
processes and system enhancements as identified and participating in project work when required. 

KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY  

The incumbent will need to meet the following requirements: 

4. Education, training and/or relevant experience equivalent to a degree/associate diploma with relevant work 
experience. 

5. Extensive experience in the accurate preparation and completion of fortnightly payroll processes within a large 
organisation, including demonstrated knowledge of superannuation and taxation legislation.  

6. Strong analytical skills with expertise in structured and ad hoc reporting, and proficiency in the use of a complex 
HRIS, preferably PeopleSoft. 

7. Experience providing accurate advice and dealing with enquiries involving interpreting employment conditions, 
policies, procedures and guidelines while providing quality customer service. 

8. The capacity to exercise sound judgement, take initiative and solve problems, as required. 

9. Excellent computing and word processing skills with high-level experience in the development and maintenance 
of databases and spreadsheets. 

10. High level organisational and interpersonal skills including the ability to communicate effectively both verbally 
and in writing. 

Additionally, in accordance with the University’s Staff Code of Conduct – Governing Policy, all staff are expected to 
display professional behaviour, communicate respectfully, and perform their duties responsibly. 

A position description is not intended to limit the scope of a position but to highlight the key aspects of the position. 
The requirements of the position may be altered in order to meet the changing operational needs of the University. 
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