All Saints
Anglican School Position Description

Payroll Officer

SCHOOL ETHOS

All Saints Anglican School is a vibrant, values-driven community grounded in the principles of
Truth, Faith and Compassion. We seek to nurture confident, capable, and caring young people
through exceptional learning experiences and character-rich education.

Staff at All Saints area expected to:

e Uphold the values of Truth, Faith and Compassion in all interactions.
e Lead with integrity, compassion, and a deep sense of vocation.
e Foster strong relationships with students, staff, and families.

e Embrace continuous improvement while honouring our traditions.

Position Purpose

The Payroll Officer is responsible for ensuring the accurate and compliant processing of end-
to-end payroll services, while also driving continuous improvements in payroll system
efficiencies, processes and reporting. With impeccable attention to detail and an exemplary
people-focused approach, this position ensures all payroll and administrative functions are
completed with rigorous accuracy and in full compliance with legal, regulatory, and policy
obligations. This position works collaboratively with School Executive and the finance team

providing a confidential and professional service with exceptional integrity.

The Payroll Officer will demonstrate an understanding of legislation, Enterprise Agreements
and Awards, advanced analytical capabilities and a proactive approach to change

management.

Reporting Relationships

The Payroll Officer reports to the Commercial Manager and ultimately the Principal, providing
payroll and human resources administrative support while working collaboratively with key
stakeholders across the School. This position is expected to consult and communicate with key
stakeholders and ensure positive and professional relationships are established and

maintained with all staff.



Key Responsibilities

Payroll Compliance and Processing

e Preparation of end-to-end payroll processing for all staff categories, including
teaching, non-teaching, boarding, casual and trainees on a monthly basis using
the TASS platform.

e Ensure the revision of payroll records including calculation of annualised
payments, portable leave, workers compensation payments, redundancy and
termination payments are in accordance with relevant Awards, enterprise
agreements and legislation.

e Maintain the payroll system, including new employees, salary and classification
changes and other employment condition adjustments.

¢ Maintain and process leave requests, ensuring accurate entitlement balances.

e Calculate annual leave, long service leave, leave loading and other year-end
calculations.

e Ensure monthly and year end payroll processes are actioned accurately and
timely, ensuring STP and SG processes are completed.

e Undertake reconciliations of all payroll accounts including clearing, pay
categories and superannuation as required.

e Maintain strict confidentiality and security of payroll information including
recording of employment changes in staff files.

e Liaise with WorkCover, Centerlink and other external providers as required.

Financial Reporting
e Preparation of payroll related reports and lists as requested.
e Provide cost analysis and wages information as required for budgetary and
regulatory submission.

e Prepare annual WorkCover renewals.

Communication and Training
e Provide accurate and timely payroll advice to internal staff and key stakeholders.

Payroll Improvement and Projects
e Identify and assist with implementing process and system efficiencies to
streamline payroll operations.
e Collaborate with the key stakeholders to review, recommend and implement
payroll policy and procedural improvements.

Administration
e Support the Accounts Receivable function of the School including acting in the
capacity of back-up to the Accounts Receivable Officer.

e Provide support with general administrative duties within the Finance Team.
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Duties Pertaining to All Saints Anglican School

e Comply with the School’s Code of Conduct and Workplace Health and Safety
requirements.

¢ Adhere to Safeguarding our Students policies and Child and Youth Risk Management
Strategy.

¢ Commitment to delivering a high standard of professional service.
e Perform other reasonable duties as directed that are relevant to the role.

e Exhibit personal behaviour reflective of the ethos and Christian foundations of the
School in and beyond the classroom, including attendance at staff Eucharist services.

Workplace Expectations

Professional Conduct

Demonstrate a compassionate and professional work ethic underpinned by the Christian
values of All Saints Anglican School.

Undertake and comply with all mandatory training and regulatory requirements as
determined by the school.

Attend staff meetings and school-wide professional development events as required,
including outside standard hours.

Engage actively in professional learning and performance review processes as directed.

Perform other reasonable duties as directed by the Principal or Executive Team that are
consistent with the purpose and scope of this position.

Child Safety

Actively participate in All Saints’ commitment to embedding Child Safety by ensuring all
aspects of daily work and sporting programs align with legislative requirements, school
policies and safeguarding standards.

Demonstrate an understanding of appropriate professional boundaries in all student and
staff interactions.

Report any suspected (observed or perceived) abuse, neglect, mistreatment or risk of harm
in accordance with school policies and mandatory reporting obligations.

Maintain a current Registration and Working with Children Check (Blue Card) at all times.

Work Health and Safety

Actively contribute to a safe and healthy workplace, consistent with the school’s shared
WHS approach.

Privacy

Commit to the appropriate use, sharing, retention and destruction of personal information
in accordance with school policy and privacy legislation.

Maintain professional confidentiality regarding student, family and staff information at all
times.
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Our Ideal Candidate

Our ideal candidate will demonstrate:

A commitment to the Schools Christian ethos and alignment with the Schools’ Vision,
Mission and Values.

High level of integrity and commitment to ethical practice, compliance and child
safety.

Excellent attention to detail with a methodical and accurate approach to work.
Collaborative and professional, with the ability to build effective working relationships
across the school community.

Proactive and solutions focused, with sound judgement and the ability to exercise
initiative.

Committed to continuous improvement and contributing to a positive compliance and
risk culture.

Strong organisational skills, with the ability to manage competing priorities and meet
deadlines.

Excellent interpersonal and communication skills, with the ability to work

collaboratively with all members of the School community.

Selection Criteria

Essential

Proven experience in payroll processing and administration, preferably within an
Educational setting.

Excellent knowledge of relevant payroll legislation and compliance requirements.
Experience using payroll systems preferably TASS, high level knowledge of Microsoft
Office suite particularly Excel.

Excellent numerical ability and data entry skills.

Strong attention to detail, accuracy and confidentiality.

Excellent organisational and time management skills.

Ability to build positive working relationships with staff at all levels

Desirable

Working knowledge of TASS.

Familiarity with child safety, student protection, Blue Card and governance
requirements.

Relevant certificate in Payroll Administration or a related discipline.

Membership of a payroll advisory organisation.
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Public Commitment to Child Safety

All Saints Anglican School, including All Saints Pre Prep and International Boarding, is
committed to promoting the safety, wellbeing and best interests of children. Our School is
dedicated to preventing, detecting and responding to child harm and to supporting the safety
and wellbeing of all children. Every child has the right to be safe and feel safe in all
environments.

As a child safe organisation, we commit to:

e Implementing Queensland’s 10 Child Safe Standards and the Universal Principle.

e Being guided by the Anglican School’s Commission Child Safe Anglican Education Policy

and Procedures.

e Operating by Gospel values, which emphasise service, inclusivity, integrity, character,
dignity, compassion, and justice.

e Providing children with exceptional pastoral care.

e Providing care that is physically, emotionally, psychologically and culturally safe.

e Taking all reasonable steps to protect children from exposure to harm.

e Empowering children to participate in decisions that affect them.

e Educating children about who to approach if they feel unsafe, or have concerns.

e Instructing our community members on how to respond to complaints, concerns, and

breaches of our conduct expectations.
e Maintaining effective processes for responding to concerns of child harm.
e Listening, learning, and seeking to improve.

e Supporting children through these periods to safety and wellbeing.
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