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Payroll Officer
	Reports to: 
	Payroll Manager

	Supervises:
	Nil

	Internal stakeholders:
	People & Culture, Finance, various employees & team managers 

	CHL capability band: 
	2

	Location:
	Robina, Gold Coast – Queensland. 



	Primary purpose:
	Perform end to end payroll processing and reporting and contribute as a member of the wider People and Culture department.

	Context:
	This is an important role contributing to CHL’s vision of a world without housing poverty and is a role model for CHL’s values, vision and goals. Staff working at this level are expected to manage work practices for the health and wellbeing of staff and promote and adopt a balanced and positive approach to work.

	Work health and safety:
	Ensure all tasks and activities associated to the role’s operations comply with WHS legislation, relevant State jurisdiction and CHL health and safety policies, procedures and directions

	Responsibilities: 
	The Payroll Officer is responsible for payroll processing, associated administration and reporting including but not limited to:
Delivering accurate and timely fortnightly end-to-end payroll processing, including ADHOC payments and monthly Directors Fees
Managing complex payroll matters within the team, with escalations to the Payroll Manager
Assisting with the reconciliation of payroll, Payday super and bank payments
Reconciliation of salary packaging as well as liaising with the external provider
Analysing, interpreting the application of the SCHADS, CLERKS, MISC and REAL ESTATE awards in Employment Hero Payroll
Assessing pending and approved leave requests to ensure they are aligned with current leave policies
Ensuring accurate reporting of Portable Long Service Leave across multiple states and industries
Maintaining accurate employee information through regular system audits, monitoring and troubleshooting data integration from the HRIS to the payroll system 
Processing workers compensation, wage subsidy and salary continuance payments as required
Maintaining awareness of changes in the payroll environment to ensure ongoing compliance, and providing timely, accurate information to the Finance team, Auditors and Payroll Manager
Providing appropriate additional support to the team and wider organisation

	Technical skills, experience and qualifications:
	Minimum 3 years’ experience in a full function end to end payroll environment 
Experience with Employment Hero would be an advantage, but not mandatory.
Experience with Employment Hero Payroll would be an advantage, but not mandatory.
Advanced MS Excel skills and demonstrated attention to detail
Excellent written and spoken English including the ability to explain complex financial concepts including Australia Taxation interpretation
Commitment to the right of every person to good quality housing 
Satisfactory police check. 

	Key capabilities:
	Solves Problems – Uses experience and knowledge of work area to assist in the development of solutions for day-to-day problems
Resilience – Achieves work objectives, even in difficult circumstances whilst remaining positive and calm.
Continuous Improvement – Look for and take advantage of opportunities to learn new skills in order to achieve work goals. Is adaptable in approach and willing to be flexible to accommodate the changing needs of the team and the environment.
Self-Awareness - Reflects on own performance and behaviour and actively seeks feedback to inform own learning and development needs
Leadership – Generates ideas for innovation and enhanced working practices to achieve CHL’s vision. Recognises that the vision is best met working collaboratively across CHL 
Proactive - Creates opportunities and minimises potential problems by anticipating and preparing in advance.
Communication – Confidently presents messages in a clear, concise and articulate manner using the most appropriate medium.
Financial Management - Works efficiently to meet established budgets. Understands basic financial terminology. Is aware of financial delegation principles and processes. 
Autonomy – Manages time and uses tools effectively to assist with planning and organising, referring to supervisors as required
Probity - Acts and at all times encourages others to operate within the boundaries of CHL processes, policies, and legal constraints
Guides, Mentors, Learns - Identifies and develops talent. Encourages and motivates people to engage in continuous learning, and empowers them by delegating responsibility
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