





This position description is intended to be used as a sample template only. You should read through it thoroughly and customise it for the position in your own organisation.  This will include amending or removing unnecessary or non-applicable content, adding additional requirements and reformatting it consistent with your organisation position description style.

Position details
Position title
Payroll Manager
Position status

Reporting to

Department

Location

Position number/grade

Hours of work

Salary range

Delegated Financial Authority
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	Lead a quality payroll function, taking a high level operational view in planning and coordinating activities, together with actively engaging in  continuous improvement and projects
	Lead the day-to-day operation of the payroll systems and processes, providing accurate and timely payroll services for all employees and meeting business and legislative  requirements
	Lead the proactive and ongoing development of the payroll function within the organisation, including business improvement and process change initiatives
	Manage the relationship with external customers and provide accurate and timely payroll services, ensuring that the requirements of their service level agreements (SLA) are met.
	 Manage the relationship with outsourced providers or payroll vendors to ensure they meet the organisation’s business and SLA requirements
	Lead and manage the day-to-day performance of the <insert organisation name> payroll team] to ensure the team have a comprehensive understanding of all relevant aspects and functions of payroll and are fully trained, motivated and performing to the highest level of effectiveness. Take ownership of the payroll information system as the sole repository of correct HR data and be the contact with outsourced or payroll providers for maintenance and development. 
	Manage systems development from initiative through to testing and implementation to promote effectiveness and accuracy
	Proactively manage data integrity and legal risks
	Conduct analysis and reporting of data to internal and external stakeholders, working with business partners to ensure the analysis meets their needs and its impacts are understood
	Lead by example and uphold the highest standards of integrity and conduct.

Key relationships - external and internal (amend as appropriate)
Develop and maintain excellent working relationships as required to perform effectively with:
Government agencies
Payroll system vendor
Suppliers of goods and services
External agencies
Superannuation and insurance providers
The organisation’s managers and staff
Third parties


Key accountabilities and deliverables
Responsibilities of this position are expected to change over time as the organisation responds to changing needs. The person in the role will need the flexibility to adapt and develop as the environment evolves.
Key responsibility/ deliverable
Indicators of success
Ensure the day-to-day running of an effective payroll team
	Ensures the accurate and timely processing of employee pays
	Maintains current knowledge of applicable legislation and contractual requirements. Conducts analysis and interpretation of changes to employment legislation, and collective and individual employment agreements to determine impact on payments, deductions, holidays and leave calculations and other HR data and implement any required system or manual amendments
	Ensures payroll activities are standardised and instructions on following the processes are clearly documented and available for both the <insert organisation name> payroll team and employees throughout the organisation
	Manages relationships with internal and external stakeholders
	Conducts risk analysis and develops mitigation strategies relating to fraud, misappropriation or misuse of information, and ensures all controls and compliance requirements are operating effectively and data integrity is maintained
	Ensures that all payroll reconciliations are completed monthly including IRD, ACC, overpayments, and all payroll disbursements are paid promptly to the creditors

 	·	Provides full analysis and reporting of HR data to internal and

external stakeholders
	Provides accurate and up-to-date information in a timely manner, both internally and externally
	Is responsible for sign-off of all pay run activity
	Manages the relationship with outsourced providers or payroll vendors to ensure they meet organisation business and SLA requirements and that any default is actioned swiftly and appropriately
	Manages workload of <insert organisation name> payroll team to ensure deadlines and priorities are met

Process improvement
Establishes an environment of continuous process improvement
	Initiates business process improvement and takes responsibility for making and implementing efficiencies and enhancing recommendations
	Leads development of team to produce and update organisation wide processes, forms, systems etc., and sharing of collective knowledge
	Ensures all actions are fully documented, auditable, and audit logs are monitored
	Reviews the sources of payroll data outside of payroll, and negotiates implementation of changes to improve the accuracy and timeliness of payroll data flow
	Ensures that the service provider provides a system and associated applications to meet all business and legislative needs
	Leverages opportunities to maximise use of technology to support the organisation and improve its efficiency and effectiveness

Lead and manage the payroll team
	Ensures that staff development plans for direct reports are prepared and that staff are recruited, managed and developed through sound employment practices that are consistent with organisation policies and legal requirements in conjunction with manager, payroll & HR technology
	Issues that detract from team performance or engagement are proactively identified and effectively addressed in a timely manner

Payroll reporting and communication

Ensure those inside and outside the organisation have their payroll information needs met
	Works with business partners and external stakeholders to identify needs for external and internal payroll reporting and provide in- depth analysis of impacts as appropriate
	Works with service providers, the HR team and other parts of the organisation to fulfil reporting requirements
	Communicates, both orally and in writing, including notifications and updates relating to payroll issues, legislation, project updates etc., across the organisation and to senior managers as appropriate
	Ensures communication is prepared in line with approved templates and free from unnecessary complexity
	Delivers information effectively in a variety of settings, including one- on-one, team setting and presentations
	Shows tact and diplomacy in dealing with others

Information management
	Ensures all relevant documents are retained to meet information management requirements
	Ensures all actions meet audit requirements


	Employees’ documentation and records are maintained accurately and current at all times
	Contributes towards maintaining manuals, templates, forms and guidelines to ensure documentation is accurate, clear, up to date and relevant

Health and safety
	Manages own personal health and safety, and takes appropriate action to deal with workplace hazards, accidents and incidents
	Ensures own and others’ safety at all times and observes health and safety practices in all workplace activities
	Understands the responsibility individuals and their manager plays in health and safety. Training is up-to-date and can demonstrate actions in an emergency situation that are specific to the workplace and are designed to keep individual safe
	Complies with relevant safety legislation, policies, procedures, safe systems of work and event reporting
	Identifies and reports all incidents, accidents, and near misses in accordance with policy

Competencies
Nimble learning
	Actively learns through experimentation when tackling new problems
	Analyses both successes and failures for clues to improvement

Learns as you go, when facing new situations
	Experiments to find new solutions
	Takes on the challenge of unfamiliar tasks
	Is flexible and responsive to changes in requirements
	Identifies personal learning opportunities
	Finds own solutions where possible
	Attends all training sessions to ensure that expertise on the appropriate systems is current and accurate
	Keeps up-to-date and understand changes to policy, procedures, legislation and employment agreements as they come into effect
Operational management
	Effectively forecasts peaks and troughs in work volumes and types to inform future resourcing and budget requirements
	Identifies more critical and less critical activities and tasks; adjusts priorities when appropriate
	Ensures that required equipment, materials and skilled people are in place so that own and others’ work can be done effectively
	Effectively allocates own time to complete work; coordinates own and others’ schedules to avoid conflicts
	Takes advantage of available resources to complete work efficiently
	Uses time effectively and prevents irrelevant issues or distractions from interfering with work completion

Collaborates
	Works cooperatively with others across the organisation, government agencies and external stakeholder groups to achieve shared objectives
	Gains trust and support of others


	Balances competing interests and priorities appropriately and in line with the organisation’s priorities
	Credits others for their contributions and accomplishments
	Addresses behaviours that do not align with our culture
	Provides timely and helpful information to others across the organisation
	Uses a variety of styles and methods to develop, motivate and empower others towards achieving their own and organisational goals
	Takes concerns and complaints of  team members seriously and deals with these in a timely fashion
	Identifies the developmental needs of team members, and offers coaching, mentoring or training as required, to ensure high quality and appropriate outcomes are achieved
	Conducts regular meetings, performance reviews and annual reviews

Communicates regularly and in a structured way
	Sets clear goals and expectations for the team and individuals and tracks progress against the goals
Customer focus
	Understands and believes in the importance of customer service

Builds and maintains effective customer relationships
Delivers quality, accurate, timely service and customer-focussed solutions to ensure customer satisfaction
Identifies opportunities that benefit the customer and will improve service delivery
Listens and understands the needs of internal and external customers
Displays professional, courteous and empathetic approach
Considers equity and diversity issues in interactions
	Proactively partners in pursuit of shared goals
Action-orientated
	Readily takes ownership and action on new opportunities and tough challenges, with  urgency, discipline and necessary planning, and is accountable for the results
	Displays a can-do attitude in good and bad times, and celebrates success
	Steps up to manage tough situations and encourage colleagues to do the same

Decision quality
	Makes sound and timely decisions, even in the absence of complete information
	Uses rigorous logic and methods to solve difficult problems with effective solutions
	Can see hidden problems; relies on an appropriate mix of analysis, wisdom, experience and judgement to make valid and reliable decisions
	Considers all relevant factors and uses appropriate decision-making criteria and principles, takes calculated risks where required


	Recognises when a quick 80% solution will suffice, and when it will not
	Analyses information to make effective decisions in order to improve performance

Organisational commitment
	Promotes and builds commitment to the organisation’s vision, mission, values and services, by willingly undertaking any duty required within the context of the position
	Understands equal employment opportunities principles and the application of these to the organisation
	Complies with all legislative requirements and good employer obligations

Self-management
	Effectively plans and organises work to achieve desired outcomes
	Is proactive, remains focused, takes action to overcome obstacles and follows through to completion

Result orientation
	Sets daily, weekly, monthly, quarterly and annual goals as required, creating specific plans to meet them
	Implements plans and makes mid-course changes when necessary to achieve goals
	Gets the job done by going the extra mile where needed, within an appropriate time frame
	Handles and delivers multiple pieces of work or projects simultaneously
	Sets priorities and evaluates their workload to ensure time is spent on what is important
	Keeps track of progress and ensures follow-through to desired results

Innovation
	Comes up with useful ideas that are new, better or unique
	Challenges the status quo
	Generates and adopts new and creative ideas, and puts them into practice
	Encourages diverse thinking to promote and nurture innovation

Continuous improvement
	Seeks out opportunities to improve current processes
	Identifies and provides recommendations for continuous improvement opportunities by making suggestions to improve work systems, processes and procedures to ensure smooth operation and compliance
	Identifies and analyses issues and problems, considers alternatives, makes sound decisions and commits to a course of action
	Ensures that the payroll function and systems operate within legislative requirements and policies and needs
	Ensures staff and customers are kept aware and informed of payroll requirements

Confidentiality
	Maintains the confidentiality and security of all payroll documentation,  keeps filing up to date and secure and is mindful of the presence of non-payroll people
	Shares information appropriately

	Maintains confidentiality at all times
	Ensures sensitive payroll matters are appropriately managed

Person specifications
Key behavioural competencies
	Practical knowledge and application of current ‘good employer’ practice  and employment and payroll related legislation, e.g. Employment Relations Act 2000, Holidays Act 2003, Parental Leave and Employment Protection Act 1987, employment related tax law.

	Proven experience as a payroll manager, managing the day-to-day processing of a payroll function with track record of effectiveness
	Strong IT skills, including MS Office suite - particularly Excel (pivot tables, v-lookups, graphs etc.) and payroll systems
	Ability to effectively supervise team members and work as a member of that team
	Proven experience of delivering a high quality customer service and deadlines within a payroll function, understanding the need of customers and works toward achieving these
	Uses diplomacy and tact and builds constructive and effective relationships

Can diffuse even high tension situations comfortably
Not fearful of acting when a minimum level of planning  is available
	Provides information on a timely basis and in a useable form
Carefully monitors the detail and quality of own and others’ work
	Focuses on payroll activities being done right, thoroughly and precisely
Able to adapt style to meet needs of audience
Able to plan, organise and schedule workload
	Seeks information from a variety of sources, consider risks/benefits, identify possible cause- effect information, escalates when necessary
	Able to demonstrate initiative in addressing problems as they arise
	Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
	Excellent written and verbal communication skills. Must be able to communicate with individuals with all levels of technical and non-technical skill sets
	Must be willing to spend the time necessary to achieve and maintain a high level of technical proficiency
	Proven ability to work under pressure and within a continual changing environment
	Strength of character to make changes and deal with challenging situations
	Sound planning and organisational ability, including delegating work
Accepts responsibility for their own work activities, behaviour and personal development
	Ability to show appropriate initiative and to know when to refer matters to a higher level
	Maintains strict confidentiality and a professional manner
Qualification & Experience
	Relevant tertiary qualification
	People and team management experience, must have at least <insert length of time> years’ team management experience in a payroll team or equivalent (eg.HR team)
	Experience in interpreting and implementing relevant legislation and contractual terms
	Experience in a team environment that requires a high level of discretion, sensitivity and interpersonal interaction
	Experience with payroll system functionality/processes and a comprehensive understanding of payroll data

	Experience developing, implementing and applying quality assurance methods to functional and technical specifications
	Experience in provision of customer service and advice including the ability to effectively influence, clarify and answer enquiries from a range of people, verbally and in writing
	Extensive experience using an electronic payroll system, including providing payroll reports
	Sound experience with working accurately with figures and knowledge of accounting procedures
	Experience at leading others in day-to-day activities, exercising sound judgement
	Experience at identifying and implementing continuous improvement opportunities

Additional requirements
	Knowledge and commitment to the Treaty of Waitangi, equal employment opportunities and principles of occupational health & safety
	Must have the legal right to live and work in New Zealand
	Must consent to and satisfactorily complete a credit check
	Additional hours may be required from time to time, either on public holidays, weekends or during the evening



