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JOB DESCRIPTION 
 
 

Job Title Payroll Work Unit Corporate Services 

Job Type Full Time Duration 36 months (3 years) 

Level 6.3 Salary $59,477.60 

Contact Person Bruce Mann – Bruce.Mann@julalikari.com.au 

Information for 
Candidates 

Applications should consist of a cover letter summarising your suitability to the role and a detailed 
resume/cv, including referees. A current National Police Check and Working With Children Card are 
essential requirements of the role and will be required prior to employment offers. 

 
Primary Objective 
 
Providing a prompt and efficient payroll service to a specified client group while developing skills and knowledge with a view 
to career progression within the Payroll Services environment. 
 

Key Duties and Responsibilities 
 

1. Maintain the integrity of personnel records in relation to Payroll, ensuring accuracy of all data recorded and maintaining 
confidentiality. 

2. Process and calculate salary and allowance payments and other employee entitlements for all JCAC employees, inputting 
data into a computerised payroll system. 

3. Provide accurate and timely information to employees when requested, ensuring a clear understanding of entitlements 
and procedures. 

4. Assist with contributing to a work environment of positive teamwork and quality customer focussed service delivery. 
5. Continuous learning and development to progress and ensure that knowledge is current around Payroll processing.  
6. Ensure that Payroll is the final check point for new employee information, including contracts, and refer back to the HR 

area to clarify any questions and/or inconsistencies. 
 

Selection Criteria - Essential 
 

1. Previous experience in a role requiring accurate numeracy skills e.g. payroll, finance, banking. 
2. Aptitude to read, understand and apply procedures and employment legislation. 
3. Good level of oral communication to enable information to be accurately relayed to employees and the ability to prepare 

clear written correspondence adhering to templates. 
4. High level of customer focus and previous experience providing customer service. 
5. Organisational skills and the ability to meet deadlines in a busy environment. 
6. Demonstrated high level of commitment to the workplace e.g. attendance  
7. Well-developed computer literacy, including Excel and spreadsheet skills to track data and information around Payroll, 

including the expiry of employment contracts. 
8. An ability to interact effectively with people of diverse cultures. 
 
 
 
 
 
 
 
 
Approved: 5 April 2019 Bruce Mann – Executive Manager – Corporate Services 


