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	Job Title:
	Senior Lead Payroll
	Position No:
	CP03

	Group:
	Corporate Services
	Service Area:
	People and Culture

	Classification Level:
	Senior Officer Grade B (SOGB) 

	Reports to:
	People and Culture Manager
	Direct Reports:
	Payroll Officers (2)



	ROLE OVERVIEW

	[bookmark: _GoBack]This position will oversee the Payroll Service component of the People &Culture function at Northern Land Council (NLC) and lead and manage the payroll team.  The position will analyse and maintain the integrity of the payroll system and provide support to the payroll team with end to end processing and projects.  The Senior Payroll Lead is also responsible for compliant and accrual payroll processing and associated service functions which includes the delivery of timely and accurate payroll processing for our workforce and other associated payments related to Council.  

	KEY RESPONSIBILITIES AND ACCOUNTABILITES


Leadership
· Lead by example and demonstrate commitment to the sections service delivery in alignment with NLC’s vision, mission, values and business priorities.
· Actively contribute to the overall culture of the NLC by adopting the principles of the NLC People Centred Care and Leadership model, enabling positive contributions to enhance employee engagement and job satisfaction with the section.  
· Lead, motivate, develop, and empower team members to deliver in accordance with the Service Area priorities, and section area objectives, within a framework that drives accountability and achievement.
· Ensure the service team staff have a clear understanding of their responsibilities, and encourage open and honest, two-way communication at all levels.
Strategy
· Assist with the review and assessment of service delivery within the section area in order to identify new strategies, initiatives, and innovative courses of action to foster a culture of continuous improvement.
Stakeholder Engagement 
· Cultivate and maintain collaborative relationships with all relevant stakeholders, in particular operational leadership, to support the NLC people centric leadership model and section deliverables. 
· Build and maintain relationships with internal and external stakeholders to ensure compliant and effective delivery of section service deliverables.
· Actively assist and implement any change agendas and continuous improvement as informed and required by the Service lead in order to facilitate ongoing stakeholder commitment to outcomes.
Section Operations
· Lead and supervise the Payroll Team whilst providing technical guidance and mentoring.
· Undertake end to end payroll processing at the NLC including the review of payroll for accuracy, variances and adjustments prior to processing of payments.
· Ensure that system administration and system upgrades and are undertaken on regular basis, as required.
· Ensure all payroll tax, superannuation, STP and other compliance is adhered to.
· Coordinate all payroll reporting for pay cycles, end of month/financial year, audits (internal and external). 
· Design and review processes to proactively improve accuracy, timeliness of the delivery of payroll services as well as address any changes and development in current business and system procedures.
· Undertake regular audits of payroll system, efficiency and processes.
· Stay up to date and provide insights to the business on current trends, Legislative changes, practices and governance requirements. 
· Coordinate and manage payroll projects in accordance with annual corporate planning. 
People Management  
· Foster and maintain a People Centred Care management culture ensuring all people management practices are adhered to in accordance with our leadership model, policy and process.
· Maintain accountability and responsibility for: 
· recruitment of vacant positions in the section; 
· the performance management of direct reports in accordance with the position requirements and NLC’s organisational objectives; 
·  the rostering/allocation of resources, timesheets and leave approval;
· actively supporting relevant learning and development activities to enhance the service delivery of your team
· Assist with the implementation of key transformative people related initiatives that are designed to guide the NLC into a space of contemporary and culturally safe practice whilst the NLC strives to realise its ‘Activating Land and Sea Rights’ and ‘Building the Bush’ strategies.  
Work Health and Safety 
· Lead by example and cultivate a work culture and environment that prioritises the wellbeing, health and safety of our staff people centred care and leadership framework.
· Maintain Section team compliance and provide a safe working environment in accordance with, the NLC WH&S Management System and associated policies, procedures and plans ensuring you are fulfilling your duty of care in accordance with the legislative requirements.
· Actively support the review and investigation of critical as well as non-critical incidents and other hazards or risks identified in a timely manner.
· Promote and support organisational work health and safety initiatives.


	POSITION REQUIREMENTS



ESSENTIAL REQUIREMENTS
· Formal qualifications in Payroll, Human Resources, industrial relations or similar, or demonstrated experience in a similar level and role.  
· Sound working knowledge of contemporary payroll legislation, policies, procedures and guidelines, including taxation, salary packaging and superannuation.
· Experience leading a small team.  
· Excellent communication skills (written and verbal), including the ability to influence others, maintain confidentiality and interact across all levels of the organisation in a professional manner. 
· Strong research, analytical, critical thinking, problem solving and numeracy capabilities. 
· Well-developed organisational skills, including a high level of accuracy, strong attention to detail and the ability to prioritise work.
· Demonstrated experience and advanced skills using Microsoft Excel, Word, Outlook and payroll software systems – preferably I-Chris. 
· Currently hold or willingness to obtain a National Police Check.
· Demonstrated high level cross-cultural, interpersonal and verbal communication skills with an ability to effectively liaise, engage and coordinate across an organisation and to build productive working relationships with work colleagues, constituents and external stakeholders.
· Current NT Drivers licence

DESIRABLE REQUIREMENTS
· Advanced understanding and working knowledge of I-Chris payroll system highly desirable.
· Previous experience with implementation of new payroll systems would be beneficial.
· Experience with Time & Attendance Tracking systems.
· Demonstrated understanding of, and interest in, the lived experiences of Aboriginal people in the NLC region.
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