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Payroll Compliance and Controls Officer

People & Culture

Classification:			Level 5
Reports to: 			Head of Payroll, Rostering and Compliance
Direct/indirect reports:	n/a

SBS Values, Vision and Purpose
All employees are responsible for undertaking their work in a way that reflects SBS’s Charter, Vision and Values and complies with relevant SBS policies, procedures and practices. At SBS, we expect you to be audience obsessed, be bold and brave, embrace difference, participate fully and ensure that we look out for one another. We are all working together to fulfil SBS’s purpose and create a more cohesive society.

Role Purpose 
This role will focus on ensuring compliance with payroll processes, interpreting policies and the Enterprise Agreement, conducting audits and regular checking of payroll procedures—especially where manual processes are involved—and recommending improvements to optimize payroll efficiency and accuracy. The ideal candidate will be responsible for supporting internal payroll reconciliation efforts, ensuring adherence to legal and organizational standards, and contributing to the continuous improvement of payroll controls and procedures.

Key Duties

· Conduct regular audits of payroll processes, with a special focus on areas involving manual calculations or manual adjustments. Identify discrepancies, inefficiencies, or non-compliance, and recommend corrective actions or improvements.

· Implement and enforce strong payroll controls to prevent errors, fraud, and non-compliance. Regularly assess the risk landscape of payroll activities and develop strategies to mitigate identified risks.
· Ensure that payroll procedures comply with relevant laws, regulations, company policies, and the Enterprise Agreement (EA). 

· Provide accurate interpretation of the Enterprise Agreement, company policies, and other relevant documents to ensure payroll is processed correctly and fairly, particularly in complex or unusual cases.

· Proactively suggest and support the implementation of process improvements to increase efficiency, reduce manual intervention, and ensure accuracy in payroll execution. Collaborate with other teams to automate processes where possible.

· Support the internal reconciliation of payroll data, ensuring that all payroll-related accounts are accurate, complete, and reconciled on a timely basis. Assist with year-end reconciliation and auditing activities.

· Provide guidance and training to payroll team members on compliance-related matters, policy interpretations, and internal controls. Help ensure that the payroll team is fully equipped to execute payroll accurately and compliantly.

· Act as a back up and support to the Payroll Manager and the wider Payroll Team

Any other duties as reasonably directed, which the incumbent can perform. 

Workplace Health & Safety

You must take reasonable care for your own health and safety and for the health and safety of others by complying with your obligations under work, health and safety legislation and SBS’s policies and procedures, including the SBS Workplace, Health Safety & Wellbeing Policy and the SBS Safety Management System.  

These obligations extend to managing and responding to psychosocial risks and hazards that may be present in the workplace. These include but are not limited to:
· Bullying
· Harassment including Sexual Harassment
· Burnout and excessive workload
· Poor support from managers
· Poor organisational change and consultation
It is a requirement of all SBS employees to act with due diligence and report any such risks or hazards immediately to their manager or the SBS Safety Team.

Job Specifications

· Minimum of 3-5 years of experience in payroll compliance, auditing, or controls, ideally within a large organization or complex payroll environment.
· Strong knowledge of payroll systems, policies, procedures, and legal regulations, including Enterprise Agreements, Fair Work Act, and relevant taxation legislation.
· Experience in payroll auditing, manual process checks, and reconciliation activities.
· Excellent attention to detail, analytical skills, and a proactive approach to problem-solving.
· Strong communication skills, with the ability to interpret complex policies and communicate them clearly to non-experts. Proficiency in MS Office (Excel, Word, PowerPoint) and payroll software; familiarity with Aurion payroll systems is an advantage.
· Ability to work independently and as part of a team, with a high level of professionalism and integrity.

Qualifications
Bachelor’s degree in Accounting, Finance, Business Administration, or a related field (or equivalent experience).






Special Broadcasting Service
14 Herbert Street, Artarmon  NSW 2064  Australia  sbs.com.au
Tel: +61 2 9430 2828
Job Description
6 November 24

Special Broadcasting Service
14 Herbert Street, Artarmon  NSW 2064  Australia  sbs.com.au
Tel: +61 2 9430 2828
Job Description
6 November 24

image1.jpg
#/SBS

a world of difference





image2.jpg




