POSITION DESCRIPTION

	Name

	     

	Job Title

	Employment and Payroll Services
	Job Grade 

	     

	Business Unit 

	     

	Reports To 

	As Per Organisation Chart

	Direct Reports

	As per Organisation Chart

	Job Size / Scope

	Supply of all company staff resources

	Date
	2 July, 2020


	Position Objective (What is to be done, why and value to business) 


	To provide effective and efficient employment and payroll services for all staff resources required by the business.


	Internal (I)or External (E) / Customers (C)or  Suppliers (S) 

	Services Expected 


	Business
	Typical employment and payroll services

	Staff
	Provide typical employer related payroll services

	Statutory bodies
	Provide required returns and tax payments

	     
	     

	     
	     

	     
	     


	Decision Making /Authority areas 

	Amount/Level 


	Expenses, Capital Expenditure
	Nil

	Staff Hiring and Salaries
	Nil

	Broker Fee/Commission changes
	Nil

	Changes in Policy/Procedures
	Nil

	Ex Gratia Payments
	Nil

	Debtor Write Offs
	Nil

	     
	     


	Outputs & Measures 


	Key Result Areas 

	Tasks Involved 

	Measures 


	Legal and controlled employment of staff
	Engage staff using a standard Staff Letter of Engagement
	Documentation in place.

	Provide efficient payroll services
	Payment of staff wages and entitlements.

Maintain payroll records including holiday and other leave entitlements.

Arrange and maintain superannuation for staff.

Deduct tax and other items from wages and pay to ATO.

Calculation and payment of Payroll Tax.

Arrange and maintain WorkCover insurance for staff.

Ensure staff are paid in accordance with award and other wage related agreements and legislation.

Provide annual Group Certficates
 to all staff.
	All staff will be paid promptly and accurately in accordance with their employment arrangements 
Superannuation legislation requirements met.

Tax collected and paid as required.

WorkCover in place and paid as required.

Cetificates provided within legislative timeframes.


	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Person Specification – Competencies Required for the Position (New Staff Only)

	Work Skills/Experience 

	Knowledge / Qualifications 

	Personal Attributes 


	Essential  

	Essential
	Essential

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Desirable 

	Desirable
	Desirable

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Signed by Staff member ______________
Supervisor/Manager _________________
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