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This position description is infended as an insight to the main tasks and responsibilities required in the role and is
not intended to be exhaustive. It may be subject to change, in consultation with the job holder.

Title Payroll Officer

Reports to Payroll Manager

Location Richmond Health Hub, Oxford Street, Tasman

Department Payroll — Enabling, People and Culture

Date 24 August 2026

Salary band (indicative))  Administration Workers Collective Agreement
Band 5

Children’s Worker role' No

Better Health, Better Care, Every Day.

Health New Zealand | Te Whatu Ora is committed to providing high-quality healthcare for all
New Zealanders. We are focused on improving access to care, delivering better health
outcomes, achieving national health targets, and ensuring the long-term sustainability of our
health system.

We know that great healthcare starts with great people. That's why we are committed to
building a high-performing, inclusive workplace where our people are supported to grow,
contribute, and make a real difference for patients, whanau, and communities across
Aotearoa.

About the role

The primary purpose of the role is to:

Provide a high quality, customer focused and efficient Payroll process ensuring accuracy
and timeliness of payments and optimum use of the HRIMS (LEADER).

Manage quality Improvement processes within the Payroll department to ensure all Payroll
processes reflect best practice.

Key Result Area Expected Outcomes / Performance Indicators

Employee - Ensure that all details for new and existing employees
Maintenance — within portfolio departments are maintained accurately and
new and in accordance with appointment letters.

existing « Ensure that all entittements are loaded correctly as per
employees legislation and employement agreements.

- Ensure that all master file changes are processed within 24
hours of being received in Payroll and as per checklists
ensure that all entitlements are updated accordingly.

- Ensure that correct documentation and authority is received
with requests to process any maste file changes.
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ACC is managed appropriately for all employees ensuring
accurate and timely payments are processed and are in
accordance with legislation and relevant employment
agreement.

Good communications are maintained with ACC offices to
ensure accurate information is provided in a timely manner.
Paperwork is kept up to date and filed appropriately.
Regularly review processes to ensure they are in line with
current legislation and best practise.

Keep process documentation up to date to ensure
colleagues can manage the process when absent and
provide regular training/refreshers to colleagues on
changes to the process.

Adheres to timeframes as per payroll process checklist and
advises Payroll Manager of any issues well prior to any
agreed deadline ensuring a timely and accurate pay run
process.

Accurately checks exception reports in line with roster in
ACTOR and relevant employment agreement for portfolio
departments and advises approving Managers of changes
to be made.

Report all Time & Attendance rule issues via issues register
in accordance with payroll process checklist.

Ensures that ACTOR is maintained accurately to reflect
employee changes and terminations, ensuring employees
are removed when resigned, or appointed to a different
location within Health NZ Nelson Marlborough.
Communicate all changes in management to Application
Administrator to ensure security is updated accordingly.
Ensures all data coming into LEADER is accurate and
correct.

Provides cover for colleagues when absent.

Ensures that external reports are sent out within 24 hours of
pay closing off.

Ensure electronic authorisation of all shifts in accordance
with delegated financial authority.

Ensure that PAYE is filed in accordance with IRD

regulations.

Ensure that all required paperwork is filed appropriately.
Ensure that all issues report from IRD are dealt with
immediately.

Ensure that initial communication regarding an
overpayment is sent out within 24 hours of pay run.

Ensure that all overpayments are processed and recovered
in accordance with legislation and overpayments policy.
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Manage communication to employees and their managers
when an overpayment has occurred.

Regularly audit overpayments for your staffing portfolio and
ensure appropriate action is taken to recover outstanding
overpayments.

Participate in roster for management of Help Desk and
Tracklt acting as the primary point of contact for all
employees and managers ensuring professionalism at all
times.

Promptly investigates issues reported, escalating when
appropriate.

All filing is cleared away and filed on a fortnightly basis.

Contribute to and provide recommendations for ongoing
quality improvement activities.

Participate in projects as requested.

Provide regular reporting on deliverables.

Ensure quality improvement systems are used to reflect ‘best
practice’.

Build and maintain processes for the links between HR,
Business Support, Finance, L&D and IT to ensure
communication and quality workflow between departments.
Maintain and continuously improve the Payroll website.

User handbooks are maintained on the HR Kiosk and the
module on iLearn is maintained and updated as appropriate.

Provide an effective, customer focused service on a day to
day basis.

Support is given to the Payroll, Finance and Human Resource
team.

Provide cover for colleagues as required.

Be an effective member of the Payroll Team.

Undertake identified personal development with prior approval.
Demonstrate awareness and excellent knowledge of
legislation.

Maintain detailed understanding of all relevant employment
contracts.

Maintain an Intermediate level understanding of legislation and
employment contract compliance as a minimum.

Participates in annual performance review process including
review of performance goals and identification of areas for
professional development.

Comply with all relevant policies at all times.

Ensure that all requests processed comply with relevant
policies, legislation & relevant employment agreement at all
times.
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- Ensure non-compliance with relevant policies, legislation
and/or employment agreements are escalated immediately to
Payroll Manager.

+ Identify & remedy and health and safety hazards.

« Ensure all incidents are reported immediately via the
appropriate forum.

oLl - All other additional duties are performed in an efficient

manner, to the required standards and within a negotiated
timeframe.

Key Result Area Expected Outcomes / Performance Indicators
Access and « Supports efforts to improve access to services and achieve
Outcomes better outcomes for the communities we serve.

+ Uses evidence and insights to identify barriers and
opportunities for improvement.
« Contributes to inclusive, responsive, and effective service

delivery.
Te Tiriti o - Demonstrates a commitment to understanding and applying Te
Waitangi Tiriti o Waitangi in a practical and appropriate way.

+ Supports initiatives that improve outcomes for Maori and
strengthen relationships with Maori partners and stakeholders.

- Contributes to an inclusive workplace that values diversity and
supports the attraction, development and retention of Maori
employees.

Health & safety - Exercises leadership and due diligence in Health and Safety
matters and ensures the successful implementation of Health
and Safety strategy and initiatives.

- Takes all reasonably practicable steps to eliminate and mitigate
risks and hazards in the workplace that could cause harm,
placing employee, contractor and others’ health, safety, and
wellbeing centrally, alongside high-quality patient outcomes.

+ Leads, champions, and promotes continual improvement in
health and wellbeing to create a healthy and safe culture.

Compliance and - Takes responsibility to ensure appropriate risk reporting,
Risk management and mitigation activities are in place.
« Ensures compliance with all relevant statutory, safety and
regulatory requirements applicable to the Business Unit.
« Understands, and operates within, the financial & operational
delegations of their role, ensuring peers and team members are
also similarly aware.

Matters which must be referred to your manager

- Employees are expected to escalate matters early to ensure patient safety, service,
continuity and compliance with organisational and legislative requirements.
« Any matters that may have reputational damage.
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External
- IRD
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Internal
- Payroll Officers
- Application Administration team
« HR Coordinators
+ Team Leaders/Managers
« Other Health NZ Staff

About you - to succeed in this role

You will have
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Essential:

Qualifications
+ Diploma in Information Management desirable.
« Intermediate level NZPPA Payroll Skills assessment.
«  Current driver’s license.

Experience

- Experience in delivering on customer service.

+ Ability to develop effective interpersonal relationships.

+  Minimum 6 years’ experience in end to end Payroll /
Rostering environment.

«  Quality Control Process Improvement.

« Ability to relate collaboratively with a wide range of health
professions at many levels of information technology
knowledge and experience.

Knowledge and Skills

- Intermediate knowledge of Microsoft Office applications i.e.
Word, Excel and Outlook.

- Keeps up to date with available information technology
relevant to position.

« Keeps up to date with legislative changes.

+ Understands and complies with Health NZ Information
Technology policies.

« Anunderstanding of the principles of the Treaty of Waitangi
and how they affect the work of the Board.

Personal Attributes
- Aflexible proactive attitude to goal achievement.
« Innovative and flexible.
- Energetic and able to motivate others.
- Able to think clearly, self-manage and manage own
workloads well.
+ Excellent time management skills.
- Ability to work under pressure.
« Interpersonal skills with the ability to communicate clearly.

- Able to assess situations, make quick appropriate decisions
and give clear accurate directions.
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+ Commitment to personal and professional standards.

- Demonstrated commitment to quality service provision.
« Team play with ‘can do’ attitude.

« Demonstrated customer service experience.

You will be able to  Essential:

« Deliver results through effective planning, sound judgement,
and personal accountability.

- Build trusted relationships and works collaboratively to
achieve shared goals.

« Communicate clearly and adapts their approach to different
audiences and situations.

- Demonstrate curiosity, adaptability, and a commitment to
continuous improvement.

« Maintain high standards of professionalism, integrity, and
ethical behaviour.

+ Contribute to a positive, inclusive, and safe working
environment.

« Take responsibility for their own development and supports
the development of others where appropriate.]

"Salary band reference is for internal benchmarking and role sizing purposes only. The salary band designation is
not a term or condition of employment and may be changed by the HNZ. Changes to the salary band will not
affect an employee’s current salary or remuneration.

i The Children's Act 2014 makes provisions for the protection of children and helping them thrive, achieve and
belong. At Health New Zealand, we safety check every children’s worker. The purpose of this safety check is to
reduce the risk of harm to young people and is a legal requirement for those employed in work that involves
contact with children and young people including face-to-face, over the phone, or email contact. It is part of our
commitment to ensuring the wellbeing and safety of children and young people. Your continued employment with
Health NZ is conditional on a satisfactory safety check.
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