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Role: Payroll Administrator


	My Role
	Accountabilities
	Outcomes

	Business as Usual


	· Working within an account management structure to build strong and functional relationships with key stakeholders across the organisation
· Working collaboratively with employees with Payroll Delegated Authority to educate them on payroll related procedures, best practice and assist them to identify opportunities for efficiencies and better ways of working 
· Working within the wider team to share and build knowledge across the team in HR and payroll practices, ensuring a seamless service to other areas/business units 
· Provision of advice and guidance to managers and employees on payroll and leave related policies and procedures, including guidance on employment documentation and variation to terms and conditions
· Working collaboratively with the People & Capability team to actively anticipate needs that will support client requirements and drive team outcomes

· Preparation, processing and administration of a fortnightly payroll including the interpretation of employment documentation, entering data on new starters, leavers, leave management, annual and contractual adjustments and third party requirements – end to end payroll
· Undertaking peer review of payroll changes, including accuracy of employee data input and peer suport to ensure team outcomes are achieved

· Working with the Payroll and Information Team Leader to solve any issues with HRIS and  identify potential developments in the HRIS system 
· Establishing and maintaining employee records, including entering employee changes accurately and timely and reviewing changes for proper authorisation and adherence to policy and legislation 
· Coordinating efforts with other departments to ensure proper flow and maintenance of employee data
· Contribute to the ongoing innovation, process improvement and simplification of payroll and information processes to make it easy for leaders and staff
· Ensuring payroll reporting and communication requirements are met, including the preparation of standard reports for managers and external organistations
· Building and maintaining effective relationships with providers and business partners

	· Effective collaborative relationships based on mutual trust and respect established with key clients

· Client expectations are proactively managed and ownership is taken for results
· Work is effectively prioritised to ensure cohesive and seamless delivery of outcomes 
· Employees receive correct and timely payments and all queries are dealt with in a timely manner
· Payroll and information practices and processes across Plunket support the achievement of the organisations strategy and comply with legislation

· Feedback from clients indicate Payroll responds quickly to changing needs and creates new solutions where appropriate
· Payroll Delegated Authorities are meeting payroll timeframes and have the necessary knowledge of payroll processes and employee documentation required
· Employee documentation on file is of a high standard and records are accurate, secure and meet relevant policy and legislative requirements

· Policies, procedures and resources are reviewed and regularly maintained to reflect current practice

· Process improvements are identified, developed and implemented, enabling

efficiencies for the team and the organisation

· Reports and data are accurately prepared within required timeframes 
· Well functioning, professional relationships established with providers, with opportunities for efficiencies and better ways of working identified and adopted where practical


	Leadership


	· Work across the P&C team, contributing to the team goals and assisting others to meet the teams goals
· Demonstrate organisational leadership by being a positive agent of change - actively embracing One Plunket prinicples and role modelling the desired culture and ways of working
	· Active communication maintained within the team to enable and encourage working across teams and ensuring a common sense of purpose
· Leading and living Plunket’s values helping to build the desired culture and way of working


	Business Plan


	· Contribute to the development and planning of the business plan

· Anticipation and support of payroll needs to enable, drive and contribute to the achievement of the team and Plunket’s strategic objectives

	· Milestones are met for the development and implementation of strategic and operational business plans, and the plans developed are meaningful and inspiring to Plunket People

· Business plan outcomes are achieved according to individual performance agreement




Team Purpose   To develop people and organisational capability towards our goal of providing a seamless Plunket experience for the families and communities we work with. Helping leaders locally and nationally to create a workplace where engaged Plunket People support the achievement of our strategy, and help us to be effective in today’s environment and keep ahead of constantly changing needs and priorities in the future.





Position Purpose   To work in partnership with areas/business units across Plunket and with external parties, ensuring the provision of consistent quality payroll services and people information. Administering payroll and employee data along with ensuring payroll and people information practices are up to and compliant. This role also delivers proactive advice and guidance to managers/leaders to build their capability and knowledge.


                                    





Person Specification


Background/Experience 


Minimum of two years proven experience in payroll administration in a similar role 


Good working knowledge of payroll practices and principles


Experience with an HRIS is desirable but not essential





Skills


Able to engage and interact with a wide range of internal and external stakeholders to build and maintain effective working relationships and work as an effective team member of a multiple disciplinary team 


Able to communicate clearly and succinctly to all levels of the organisation, and make use of different communication channels 


Maintains an adaptable working style, even under pressure, to prioritise and take responsibility for the management and delivery of multiple and conflicting priorities 


Committed team player with the ability to communicate clearly within the team on workflow and workloads 


Ability to follow processes and understand and articulate why these processes are applied  


High level of accuracy and attention to detail


Demonstrates the highest ability to keep records in the strictest confidence


Excellent Microsoft Office suite skills








ACE-Ability 


Plunket’s behavioural competency model is made up of three dimensions of personal behaviour – Adaptability, Connection to Plunket, and Emotional Maturity.  


Adaptability


Thinking


Is comfortable with complexity and can think beyond the operational


Can look beyond face value to see possibilities from different angles and viewpoints 


Keeps perspective 


Accepts and able to work with ambiguity and change


b) 	Interpersonal


Is committed and capable of initiating and broadening professional and social networks 


Holds courage to face and deal with difficult people and issues


Connection to Plunket’s Direction


Has a high level of energy and commitment to achieving Plunket’s vision 


Has a broad range of engagement


Is committed to adapting and improving their own practice


Emotional Maturity


Is non-reactive and objective 


Understands the degree of influence in their role


Understands own limitations  














