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	Lumen is totally committed to achieving and maintaining the highest possible level of quality throughout every level of our organisation and its processes.

All staff are expected to work toward achieving our Vision, Mission, and adhere to the Values of 
Lumen Group.
QUALITY OBJECTIVE:  To work as a continuously improving, efficient team, producing consistent quality products and services in a timely, safe and responsible manner for our customers.


	Job Identification:

	Job Title:
	.Payroll Officer/HR Support…..
	
	Dept Code:
	…………..…(HR use)..

	Incumbent:
	…………………….…………….
	
	Department:    
	…Human Resources…

	Reports to:
	…………………………………..
	
	Dept Code:
	……………..(HR use)..

	Approved:
	………………………(Mgr Sign)
	
	Manager Title
	Human Resource Manager

	Date Job Created:   ………22..June..2021……..
	
	Date Job Reviewed:  ……………….


	Purpose:  
Responsible for managing and processing end to end payroll function across the Lumen business entities. 
Creating and maintaining employee’s payroll records. Calculation of wages and variations of information accurately into the HR/Payroll central system for accurate and timely pay process. 
Maintain the HRIS hr3 system to ensure current legislative compliance is implemented accurately in a timely manner. 
Work closely with the HR team providing a range of transactions across a broad range of Payroll/HR functions as required.



	Dimensions:


	

	Financial Authority:
	$ ……….....  limit

	Financial Accountability:


	$ …………...
$ …………...

	Number of Staff reporting:
	…Nil………..

	Quality System Responsibility:
	…………………………………………………

	System Access:
	… Microsoft Suite, excel, outlook, word, HRIS - (hr3). 

	Emergency Response/OH&S Role:
	…………………………………….……………

	Other:
	Work in a safe and healthy work environment at all times. 


	Business Accountabilities: 

· To work alongside fellow team members with integrity, honesty, and reliability.
· To be able to build and support a strong, respectful, supportive team so as to achieve department and business set KPI’s. 
· Abide by all occupational health and safety requirements of Lumen Australia ensuring all systems & procedures relating to SAFETY are adhered to. 
· General duties as directed by management.

Principal Accountabilities:

	· Manage and process end to end fortnightly payroll across 4 entities < 220 employees efficiently and accurately.
· General payroll data maintenance including, but not limited to - new starters, terminations, work patterns, superannuation, and other calculations

· Interpreting awards/compliance and contracts in relation to overtime and other allowances

· Ability to identify, investigate and resolve discrepancies in an accurate and timely manner

· Ensure STP updates at final pay process are uploaded in a timely manner 

· Developing ad hoc financial and operational reporting monthly and as required
· Knowledge of Workers Compensation payments/process – desirable for payment process.
· Maintain HRIS system (hr3) to ensure currency of data to align with current legislative compliance. Always ensure confidentiality of all business matters.

· Using your excellent mathematical skills, manage leave entitlements and all payments.
· Ensure accurate, proper record-keeping of employee information in electronic, digital or paper format in readiness for EOFY process and new Financial Year system update.
· Support the development and implementation of Payroll/HR initiatives and systems

· Assist in ad hoc administrative duties as instructed by HR Manager
Key Skill Sets:

· Minimum 5 years work experience in a ‘hands-on’ end to end payroll processing function.
· Relevant level of formal education, HR experience desirable. 

· Demonstrated experience using Payroll / HR Information System- HR3 highly desirable
· Personal integrity, discretion, confidentiality within all areas of information within Payroll/HR, Lumen, and its employees. 

· Strong knowledge of general payroll HR practices, procedures, operations, and legislation
· Advanced computer skills especially with Word, Excel, Outlook

· Capacity to communicate and negotiate with all levels of staff and management with respect
· Demonstrated ability to build and foster effective working relationships whether with internal or external customers.
· Ability to prioritize workload efficiently. Excellent organizational and time management skills

· Ability to work with honesty, discretion, and integrity with minimal supervision, and within the HR team. As a welcome HR team member work towards building a strong and respectful culture for all our employees while continually supporting the Lumen business. 

· Extremely reliable, punctual and flexibility to work towards the meeting of deadlines.
· Proactive with a “can do” easy going attitude. Take on tasks with a genuine willingness.

	


Incumbent: …………………………..………………………..
Signed:…………………………………………………………

Date Accepted: ……/…../…….
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