
 

Position Description 

 

Title:     Finance and Payroll Officer  

  

 

 

 

 

 

This Position Reports to: Financial Controller  

        

Department: Finance 

Date: January 2018  

  



 

PREAMBLE 

As you join the staff of The Southport School, it is crucial that you understand the underpinning 

philosophy and aims of this school, its routines and administration, and more importantly, that you 

actively support the implementation of these matters.  The School Prayer gives a clear 

understanding of the School Aims. 

Make us a truly Christian Community where education embraces the whole of life. With the school 

may we find acceptance, healing and growth through faith in Christ and in turn service to others. 

We expect you to support the philosophy and aims. 

PURPOSE OF THIS DOCUMENT 

To provide the team member with a list of the duties of the job, together with the framework against 

which your performance on the job will be assessed. 

If you do not possess the skills needed to perform your duties, the Headmaster will be responsible 

for the provision of further training, supervision and instruction to ensure your level of performance 

improves. 

As part of the team you will be expected to know the policies and procedures that govern some of 

the tasks you will be performing.  

DUTIES AND RESPONSIBILITIES FOR THE POSITION 

This part of the document outlines the responsibilities required to competently perform the duties of 

the position.  Of course, you will also be required to perform any other duties that your School 

Executive Management may direct you to perform and which could reasonably be considered 

relevant to the position. 

DUTIES PERTAINING TO THE SOUTHPORT SCHOOL 

Goals: To ensure all school policies and procedures are complied with by: 

• Complying with legal obligations of an education establishment. 

• Compliance with the Student Protection Policy and Procedures 

• Complying with established industrial relations practices and requirements. 

• Delivering a high quality of service. 

• Identifying and assessing the needs and expectations of others. 

• Encouraging the achievement of individual educational excellence with students. 

• Ensuring the high standards expected of students in dress, manner and behaviour are adhered 

to. 

• Ensuring that the well-being of all students in the program is closely monitored, and any 

concerns are reported to the appropriate support and leadership staff. 

• Understanding that at no time does any worker have the authority to reprimand any student or 

any co-worker, but to take responsibility to report any issue to the Dean of Students or any 

member of the School’s senior management panel. 

  



 

STUDENT PROTECTION IN ANGLICAN SCHOOLS 

Anglican schools support the rights of children and young people and are committed to ensure the 

safety, welfare, and wellbeing of students.  Anglican schools are therefore committed to responding 

to allegations of student harm resulting from the conduct or actions of any person including that of 

employees. 

The Anglican school commitment includes the provision of a safe and supportive living and 

learning environment for all students and requires all employees, volunteers and visitors to model 

and encourage behaviour that upholds the dignity and protection of students from harm. 

In support of this commitment, The Southport School is dedicated to our Child and Youth Risk 

Management strategy, which includes having relevant policies, procedures, and training in place to 

effectively address the safety and wellbeing of students in our care. 

 

GENERAL DUTIES AND RESPONSIBILITIES 

KRA: PAYROLL  

Goals:  To undertake the payroll duties for The Southport School. 

By: 

• Accurately preparing and processing fortnightly payroll for the School in a timely manner 

• Recording, reconciling, and adjusting as required all  leave entitlements 

• Preparing monthly superannuation submissions and reconciliations as required 

• Attending to employee payroll related enquiries and queries 

• Working in support of, and providing assistance to, the HR Manager and Financial Controller 

to resolve payroll matters and maintain personnel files 

• Assisting with new employee enquiries regarding payroll 

• Reviewing employment contracts and remuneration calculations in support of the HR Manager 

and Financial Controller 

• Preparing reconciliations, accruals, and work papers for the annual audit  

• Undertaking annual year end payroll reconciliation, including preparation and distribution of 

individual payment summaries 

• Attending to reconciliation and payment of PAYG Withholding Tax 

• Processing, reconciliation, and monitoring of all salary packaging arrangements 

• Completing of employment termination calculations as required 

• Maintaining a working knowledge and application of all related Awards and current Enterprise 

Bargaining Agreement (EBA) 

• Ensuring that key stakeholders and staff are updated with any legislation changes in relation to 

taxation, superannuation, or any other employment related changes in consultation with the HR 

Manager and Financial Controller 

• Preparing the annual Work Cover returns and reassessments as required 

• Liaising with Centrelink, Health Insurance, Superannuation and Salary Packaging providers 

 

 



 

KRA: FINANCE OFFICER 

Goals: To provide confidential, administrative and organisational support and to be 

accountable to the Financial Controller to ensure the smooth running of the Business 

Office. 

By: 

• Undertaking end of financial year reconciliations and work papers 

• Processing general journals in a timely manner 

• Reconciling the School bank account on a daily basis 

• Maintaining an accurate bank reconciliation for the School bank account, including cancelling 

stale cheques 

• Loading domestic and international payments into NAB Connect as required 

• Preparing monthly bank reconciliations for The Southport School Foundation 

• Assisting the Philanthropy Office with the financial processing of donations 

• Compiling monthly recharge journals as required 

• Assisting budget holders with general ledger queries 

• Providing general ledger analysis as requested by the Financial Controller 

• Assisting the Financial Controller during the annual budgeting process 

• Assisting the Financial Controller with Statutory Reporting requirements as requested 

• Preparing month end journal, reconciliations, and work papers as required 

 

KRA: ACCOUNTS PAYABLE OFFICER  (Provision of backup assistance as and when 

required) 

Goals: To provide broad ranging assistance and support to the Accounts Payable Officer as and 

when required, or as requested. 

By: Providing backup support for the Accounts Payable Officer or in the Accounts Payable 

Officer’s role from time to time due to periods of increased work-load or absence 

 

KRA: WORKPLACE HEALTH AND SAFETY 

Goals: To ensure a safe and healthy work environment is provided for students, employees and 

visitors to The Southport School and that all areas in the control of the Facilities 

Manager are in compliance with the current legislation by: 

• Complying with the Work Health and Safety Legislation and Regulations. 

• Complying with The Southport School Workplace Health and Safety Policy 

• Implementing documented basic safety practices. 

• Implementing documented basic security practices. 

• Implementing hygienic practices through adherence to policy and procedures. 

• Preventing hygiene risks and problems through adherence to policy and procedures. 



 

 

KRA: EMPLOYEE RELATIONS 

Goals: To display positive interpersonal skills needed for the delivery of quality service, with 

a particular emphasis on communication and teamwork by: 

• Communicating effectively one on one in the workplace. 

• Communicating effectively in the workplace. 

• Participating effectively as a member of a team. 

• Presenting a positive image of the School. 

• Providing confidential employee and client relations for counselling and any grievance 

procedure that may take place. 

• Presenting a professional and dynamic image to employees, clients and visitors to The 

Southport School at all times. 

• Initiating and driving the business forward by directly representing the School’s ethos and 

motto. 

 

KRA: SELF MANAGEMENT 

Goals: To demonstrate the very highest level of personal insight, initiative and maturity in all 

that is done and to display a sense of flexibility and willingness to work as an integral 

member of the team. 

 

REQUIRED SKILLS AND EXPERIENCE: 

• Ability to effectively prioritise duties and advanced time management skills 

• A strong understanding of key accounting concepts including but not limited to double entry 

accounting, reconciliations, budgets, and general ledger analysis 

• Previous high volume (minimum 250 pay records per fortnight) payroll experience is essential 

• At least 5 years accounting experience 

• Accuracy, attention to detail and best practice security protocols specifically in relation to the 

maintenance and management of confidential information, documentation and  personnel files 

• Intermediate to advanced application of Microsoft Word/Excel 

 

 

 

 

 

 

 



 

 

  


