[image: image1.jpg]BERR
STRE
we're for Childhood

SINCE 1877



KEY SELECTION CRITERIA

   Senior Payroll Officer


Name:________________________________

Please address the criteria listed below to outline your experience and suitability for the position you are applying for, and attach this with your application along with your Resume and Cover Letter.

· Excellent written and oral communication skills (including public speaking, presentations and facilitation skills).

· Demonstrated ability to flexibly manage competing priorities and stressful situations, monitoring own stress levels and practicing and promoting self-care strategies.

· Demonstrated experience in payroll functions, including superannuation, general ledger, and chart of accounts.
· Demonstrated experience with computerised payroll systems Preceda/Neller and Rostering Systems.
· Demonstrated experience in award interpretation and E.B.As.
· Demonstrated experience in calculating complex timesheets including shift penalties.
· Demonstrated ability to perform high volume of data processing.
· Demonstrated ability to work autonomously and meet time deadlines.
· Demonstrated ability is the use of MS Office and Excel (minimum requirement intermediate level) along with Reconciliation skills. 
· Excellent interpersonal skills, including working well within a team and communicating effectively with all levels of employees.
· Demonstrated initiative to assess and improve systems of keeping and reporting on personnel and salary information.
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