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	Position Title
	Senior Payroll Officer – Payrun 

	Group/Portfolio
	Human Resources

	Classification
	HEW Level 6

	Position Number
	00063679

	Reports To
	Manager, Payroll 

	Employment Type
	Fixed term



[bookmark: 1.0_Position_Purpose][bookmark: The_Payroll_and_Benefits_Officer_provide]1.0	Position Purpose
The Senior Payroll Officer provides specialist advice, support and expertise for payroll, superannuation, salary packaging and other staff benefits. Responsibilities include leading the fortnightly preparation, reconciliation and finalisation of the pay, disbursement and reporting of superannuation and salary packaging, recovery of salary and scholarship overpayments and clearing any pay errors and making salary adjustments where required.
[bookmark: The_Payroll_and_Benefits_Officer_also_pr]The Senior Payroll Officer also provides advice and assistance to staff members and managers on a range of payroll related items, as well as liaising with superannuation and salary packaging providers.
[bookmark: This_is_a_critical_position_for_fraud_an]This is a critical position for fraud and corruption control in the University. The incumbent will ensure they understand the University's Fraud and Corruption Control Framework and manage the prevent, detect and report controls of their function effectively.
2.0 [bookmark: 2.0_Eligibility_Requirements]Eligibility Requirements
· The occupant of this position will hold a degree plus relevant knowledge and experience in payroll administration and related functions, or an equivalent combination of relevant experience and/or education/training.
3.0 [bookmark: 3.0_Key_Responsibilities]Key Responsibilities

· Finalise the fortnightly payroll process including the clearing of pay and superannuation errors, making salary adjustments where required, and reconciling the payroll to the general ledger.
· Manage the return of salary overpayments made to staff and scholarship holders on a fortnightly basis, including contacting staff and students, and discussing repayment options in accordance with overpayment procedures.
· Manage the fortnightly transfer of bank files for payment of salaries
· Prepare and process off-cycle payments each week as required.
· Produce and follow up exception reporting for all paid appointments where required.
· Provide exceptional service of salary packaging and superannuation activities for the University including providing assistance and support to queries and complaints from staff.

· Process timely and accurate salary packaging and superannuation transactions for the fortnightly payroll.
· Proactively liaise and work with salary packaging and superannuation providers and gain access and knowledge of products and relevant vendor systems.
· Action and resolve outstanding Data Integrity issues on a daily basis. 
· Provide advice and assistance to clients on salary packaging policies, procedures and legislative requirements as appropriate, and referral of same to Onsite Superannuation Consultants in relation to superannuation matters.
· Coordination and/or presentation of salary packaging, superannuation and other staff benefits information sessions to the University community.
· Work independently and positively as a member of the Payroll and Benefits team to complete assigned tasks and strict deadlines.
· Assist in the checking of salary packaging and superannuation payroll exceptions to meet University audit requirements.
· Assess and provide advice to salary packaging providers regarding suitability of staff to undertake and comply with University salary packaging requirements.
· Promote and demonstrate cultural behaviour in accordance with the Fraud and Corruption Control Framework and the University's Integrity program. This includes acting with integrity in undertaking duties and implementing processes to effectively prevent, detect, and respond to fraud and corruption within the University.
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.
· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
4.0 [bookmark: 4.0_Key_Capabilities]Key Capabilities
· Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context.

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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