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REPORTS TO:
FINANCE MANAGER
LOCATION:
KALYRA, BELAIR

CONDITIONS:    JBMT ENTERPRISE AGREEMENT 2016
Position Summary

The Payroll/ Finance Officer is responsible for providing a service which results in the timely and accurate payment of salaries and wages to Kalyra Communities employees and the processing of timely and accurate financial data for Kalyra Communities Help at Home Services. This is achieved by ensuring the integrity of data processed via the computerised Finance, HCM and Payroll systems and by ensuring it is compliant with appropriate agreements, policies and procedures employed at Kalyra Communities.

Reporting/ Working Relationships

· Reports to the Finance Manager.
· A close working relationship is required with the Payroll Officer, Human Resource Manager, Human Resource Officer, Director Community Services, Finance Manager, Accountant, Finance Officer, Accounts Payable Officer, Managers and Heads of Departments and other internal and external Clients.

Key Position Responsibilities

1. Payroll

Responsible for the efficient, effective, timely and accurate payment of salaries and wages, by;

· Setting up of employees, cost allocations, and pay rates; 

· Entering & checking timesheets;

· Ensuring all overtime and leave hours have been approved before payment;

· Preparing periodic payroll reports to support monthly payroll journals;

· Printing pay slips and distribute to department heads for distribution;

· Establishing and maintaining employee master files details on the computerised payroll system;

· Maintaining and updating accurate records of employee entitlements to leave, incremental increases, and other entitlements paid under relevant industrial instruments;

· Calculation of WorkCover income maintenance payments;

· Processing salary sacrifice, superannuation, termination and other ad hoc payments;

· Responding to queries from employees and providing an advisory service on pay related matters; and

· End of year reconciliation and payment summary preparation, and subsequent ATO reporting.

· Maintenance of human resource files and registers, including police clearances and staff training.

· Assisting roster clerks with the rostering/ payroll system interface, and provide administrative support where appropriate.

· Preparation of the FBT return.

· Preparation of monthly leave provision reporting.

2.  Finance

Responsible for the the processing of timely and accurate financial data for Kalyra Communities Help at Home Services
· Set up and maintenance client database in Client Care
· Processing the fortnightly and monthly client fees and direct debits.

· Checking and processing  accounts payable invoices

· Preparation and distribution of finance reports and statements for Help at Home Programs.

· Monthly reconciliation and follow up of the Medicare payment statements.

· Processing and maintenance of Unspent Home Care Package funds
3. Providing back-up support to Finance and Administration team when required and including.
· Assisting with components of the Creditors Ledger including prompt payments, processing, statement reconciliation, cheques, EFT, month and year end processing.

· Assisting with the preparation of the Fixed Assets Register including maintenance, documentation, depreciation, physical stock-takes, disposals and reconciliation.
· Providing back-up support to reception when required.

4. Assistance with systems development and upgrades where appropriate. 

5. Assisting in the budget preparation with the Finance Manager.

6. Organisational responsibilities:

· Committing to the achievement of the Trust’s Vision and practise the organisation’s Values, setting an example to others.

· Ensuring compliance with the Trust’s policies relevant to the position.

· Participating in continuous quality improvement activities to assist in achieving the organisation’s Quality Plan objectives.

· Complete administrative tasks, including data entry, timesheets and employment forms, according to prescribed procedures and deadlines.

· Undertake all mandatory training relevant to the position.

· Committing to own professional and personal development plans, including attendance at relevant educational programmes as agreed with the Finance Manager.

· Participating in other duties as agreed.
7. Work Health Safety And Injury Management  (WHS & IM)
· Maintaining an updated knowledge and work safely in all aspects of Bush Fire and Safety, Manual Handling and WHS & IM issues.
· You must take reasonable care to protect your own health and safety, and the health and safety of others who may be affected by your actions or omissions at work. 

In particular, you must: 

· Comply with statutory and organisational requirements, procedures and rules introduced to protect the health and safety of people at the workplace including the public. 

· Use equipment provided to protect health and safety. 

· Follow reasonable WHS instructions. 

· Ensure you are not affected by alcohol or another drug which is likely to endanger yourself or others. 

· Report incidents, injuries, property damage to your supervisor/line manager. 

· Participate in activities associated with the management of workplace health and safety. 

The JBMT supports Equal Employment Opportunity (EEO) by: 

1. Ensuring a diverse and skilled workforce; and 

2. Developing and implementing fair work practices. 

PERSON SPECIFICATION
Essential Minimum Requirements

1. Personal Abilities/ Aptitudes/ Skills

· Demonstrated ability to work with limited supervision, exercise initiative and problem solving skills.

· Sound verbal and written communication skills, including the ability to communicate effectively with customers on matters of some complexity.

· Demonstrated ability to work as a member of a team.
· Ability to determine priorities, organise workloads and meet strict timeframes.

· Demonstrated ability to interpret and understand information relating to a broad range of complex payroll information and systems.

· Ability to handle complex and confidential situations.

· Demonstrated commitment to continuous improvement.

2. Experience

· Payroll experience in a medium to large organisation.

· Experience in the use of a computerised payroll system and data management.

· Experience in interpreting legislation, awards and policies.
· Experience in accounts payable, receivable and/or other accounting roles.

· Experience with computerised accounting packages and Microsoft Word and Excel. 

· Three or more years finance experience in a medium sized organisation.

· Experience with the Microsoft suite of applications

· Experience in working in environments where confidentiality must be applied and maintained.
3. Knowledge

· Working knowledge of relevant legislation including the Fair Work Act 2009 and Amendments, National Employment Standards, Modern Award interpretation, and legislation covering the areas of Superannuation, Income Tax and Fringe Benefits Tax. 
· A working knowledge of basic Accounting Concepts & General Ledger systems.

· Knowledge of audit requirements and procedures

· A demonstrated understanding of GST implications and requirements 
· Working knowledge of Work Health and Safety Act and regulations and their application in the workplace.
Desirable Requirements

1. Educational/ Vocational Qualifications

· Relevant tertiary studies.

2. Personal Abilities/ Aptitudes/ Skills

· Demonstrated commitment to ongoing professional development.

3. Experience

· Three or more years payroll experience in a medium to large organisation operating 24 hour/ 7 day roster.

4. Knowledge

· Knowledge of Community and/or Residential Aged Care as a working environment.

	Accepted by:
	_____________________

	
	Payroll/ Finance Officer

	Date:
	______________________
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