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A. POSITION SUMMARY
	Position Title
	Payroll Officer

	Reporting to
	Finance Manager

	Reports
	Nil

	Status
	Part Time, Permanent

	Location
	Hybrid

	Salary
	Level 5


B. WHO WE ARE
	Our Values
	Compassion. Connection. Diversity. Social Justice. Brave.

	Our Vision
	Social justice and fairness for all, and improved quality of life for people in Western Sydney.

	Our Mission
	We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes.

	Our Culture Statement
	We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact.


C. WHO YOU ARE
	This role is suited to an experienced payroll professional who values accuracy, reliability, and confidentiality. You will bring confidence in payroll systems and current legislation, along with strong attention to detail and problem-solving skills. The role also offers flexibility for those seeking part-time hours while contributing to a high-quality payroll function.


D. WHAT YOU’LL DO
	1. Payroll Processing

	· Manage end to end fortnightly payroll processing for all employees. Ensure payroll aligns with SCHADS Award, Fair Work, and NES.
· Process and submit superannuation, PAYG, Single Touch Payroll (STP), and other statutory obligations.
· Process employee salary packaging and novated lease deductions in line with ATO and not-for-profit regulations.
· Liaise with external salary packaging providers to ensure accurate reporting and compliance.
· Apply complex provisions including shift penalties, sleepovers, broken shifts, travel time, allowances, and overtime

	2. Compliance and Reporting 

	· Assist with end of year reporting and audit requirements, including NDIS and grant-funded programs. 

	3. Employee Support

	· Respond promptly and supportively to staff payroll and leave queries.
· Liaise with supervisors to resolve roster, timesheet, or allowance discrepancies.
· Help build payroll understanding across the organisation
· Provide staff with guidance on salary packaging processes and resolve queries.

	4. [bookmark: _Hlk169774934]System Administration

	· Maintain accurate employee records in payroll and MYOB systems.
· Maintain accurate salary packaging records and ensure correct application in payroll and reporting. Assist with on-boarding new staff members
· Work closely with HR and rostering teams to ensure workforce data is correct.
· Maintain organization hierarchy in system 

	5. General

	· Agree to and demonstrate commitment to our Code of Conduct.
· Agree to and demonstrate commitment to our policies and procedures.
· Adhere to working conditions as described in the employment contract.


E. WHO YOU’LL INTERACT WITH
	Internal
	External

	Management Team
Service Coordinators
Other Staff
	External auditors 
Salary Packaging Providers
ATO/Centrelink


F. YOUR SKILLS AND EXPERIENCE
	· Payroll experience, ideally within community services.
· Certificate IV in Payroll Administration, Accounting, or similar qualification (desirable).
· Strong knowledge of the SCHADS Award and community services payroll requirements.
· Experience administering salary packaging and not-for-profit benefits.
· Proficiency in payroll software such as Xero, MYOB, or industry-specific platforms (e.g. KeyPay, Carelink, Easy Employer).
· High attention to detail, accuracy, and confidentiality.
· Strong communication and a service-oriented approach


G. OTHER REQUIREMENTS
	You may need to perform other reasonable duties not listed in this position description from time to time to meet business and operational needs.
You may be required to travel with notice to fulfill your duties.
You will promote a person-centered, active support culture of choice, inclusion, and empowerment.
You will contribute to shaping a respectful, values-led, purpose-driven culture.




I acknowledge having read and understood the requirements of my position.

	Employee Name
	


	Employee Signature
	



	Date
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