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Position Title: People & Capability Officer (Payroll & Administration) 

Reports To: People & Capability Manager 

Team: People & Capability 

Group: People & Facilities 

Employment Type  
Fixed term (ending Mar 27), full-time or part time considered 
minimum 32 Hours Per Week 

Date Modified: October 2025 

 

Purpose 

To deliver accurate and timely payroll services while providing administrative support across a range of 

HR activities to enable effective team operations. 
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Key Accountabilities  
 

Payroll 

• Ensure accurate administration of employee details, timesheets, requests and approvals. 

• Process fortnightly payroll for employees, councillors and contractors ensuring it is run accurately and 
within required timeframes.  

• Provide details of relevant deductions to third party providers, including but not limited to Unions, 
Superannuation Funds etc.  

• Complete Payday filing accurately and within required timeframes. 

• File statistical returns accurately and within required timeframes. 

• Accurately test upgrades or system developments within the required timeframes 
 

Activity Support 

• Contribute ideas, investigate options, write summary reports and contribute to the implementation of 
People & Capability initiatives which develop the organisational culture and positively impact on the 

organisation.  

• Support with recruitment activities when required including drafting advertisements, posting 

vacancies using the online recruitment system, scheduling interviews, performing reference checks, 
and drafting employment documentation.  

• Manage assigned projects/initiatives through to completion ensuring they are promoted and 
implemented in a timely an appropriate manner. 

• Assist with the review and development of processes and systems to achieve best practice.  

• Support the Safety & Wellness Lead when required with coordinating health and safety activities 
including the committees, assessments and audits. 

• Actively participate and assist in organising sporting and social events outside working hours.  

• Coordinate information and draft stories for ADC’s staff newsletter on behalf of the team, when 

required. 

• Ensure the People & Capability intranet and internet web pages are up to date and accurate.  

• Accurately scan, file and maintain documents for employee and team files in accordance with 
procedures. 

• Assist with organising external training courses or facilitating inductions when required.  

• Assist with employee requests for information or assistance as required. 
 

Corporate Contribution 

• Contribute to and follow the organisation’s governance, corporate plans, policies, projects, initiatives 

and strategies. 

• Participate in performance development and assessment processes.  

• Contribute to and follow health and safety policies and procedures, including accurate reporting. 

• Ensure proper care and use of plant, vehicles and equipment. 

• Assist in providing civil defence functions and / or maintain the provision of essential services in 

emergency management events.   

• Undertake any other relevant duties, including attending out of hour’s meetings as requested by your 
Manager or Group Manager. 

 

 

 

 

 



 

Page 4 Position Description: People & Capability Officer (Payroll & Administration) 

 

Position Requirements 

 

The below qualities, knowledge and skills are the key focus for this role and are used to assess an 

applicant’s suitability for the role and the incumbent’s performance in the role.  

 

Personal Qualities   

Customer Focus 

Listens to customers and actively seeks to meet or exceed customer needs. 

Looks beyond the obvious to improve levels of service. 

Committed to delivering high quality outcomes for customers. 

 

Detail Focus 

Observes fine details and identifies gaps in information. 

Prefers to follow processes to complete tasks. 

Considers maintaining levels of accuracy of high importance.  

 

Relationship Building 

Promotes understanding and compromise through diplomatic handling of conflict. 

Forges useful partnerships with people across business areas, functions and organisations. 

Builds trust through consistent actions, values, communication and minimising surprises. 

 

Teamwork 

Cooperates, collaborates and shares information with others in pursuit of team goals. 

Shows consideration, concern and respect for others feelings and ideas while accommodating to 
their style of working.  

Encourages constructive resolution of conflict within a group. 

 

Knowledge and Skills 

Communication Skills 

Organises information in a logical sequence using content appropriate for the purpose and 

audience, using feedback to ensure understanding. 

Speaks clearly, concisely and confidently using a polite and considerate manner.  

Ensures written communication contains the necessary information to achieve their purpose. 

 

Initiative and Enthusiasm 

Demonstrates enthusiasm, commitment and capacity for sustained effort and hard work.  

Demonstrates a proactive and self-starting approach. 

Sets high standards of performance for self and others, ensuring ownership of actions. 
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Specialist Expertise 

A Degree or National Diploma in Human Resources or related business studies or the equivalent 
level of learning through relevant experience. 

A working understanding of relevant legislation. 

High degree of computer literacy and ability to quickly learn new systems. 

 


