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Payroll Office Junior – Job Description
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	POSITION TITLE:
	Payroll Office Junior

	BASED:
	Motueka

	REPORTS TO:
	Payroll Team Lead

	OVERALL, PURPOSE:

	This role is responsible for the assisting the Payroll Admin team in the end-to-end preparation of the Company’s weekly payroll, ensuring all operational data is accurately entered and processed in the payroll system. Based at the Motueka branch, the Payroll Office Junior works closely with branch payroll support staff and serves as the key point of contact for payroll-related queries and maintaining payroll integrity.



	KEY ACCOUNTABILITIES

	Areas of Responsibility:
	· Prepare weekly payroll runs accurately and on time.
· Input and maintain employee details in the payroll system.
· Ensure compliance with the Holidays Act 2003, Employment Relations Act, and other relevant legislation.
· Respond to payroll-related queries from employees and management promptly and professionally.
· Provide payslips, leave balances, and earnings summaries as requested.
· Complete statutory documentation for IRD, MSD, ACC, and MOJ as required.
· Generate internal reports related to payroll, leave, and headcount as needed.
· Maintain accurate and confidential employee payroll records

	Other:
	· From time-to-time other tasks may be requested of you to align with the changing needs of the business.  
· Positively contribute to improvement efforts across the wider team




	KNOWLEDGE, SKILLS AND PERSONAL QUALITIES

	Skills and Knowledge:



	· Accuracy & Attention to Detail: Highly accurate with strong data entry and numeracy skills.
· Knowledge of NZ Payroll Legislation: Understanding of New Zealand tax, leave, and employment laws especially Holidays Act. (preferred but not essential)
· Systems Proficiency: Confident with payroll software, Microsoft Office 
· Communication: Excellent written and verbal communication skills; able to explain technical payroll terms in plain language.
· Problem-Solving: Able to troubleshoot payroll discrepancies and recommend solutions.
· Confidentiality: Handles sensitive information with integrity and discretion.
· Team Player: Cooperative, dependable, and committed to supporting team success.

	Personal Attributes:



	· Strong focus on accuracy and precision in data entry, calculations, and reporting.
· Able to identify discrepancies, investigate issues, and resolve payroll queries confidently and logically.
· Handles confidential employee and financial information with a high degree of integrity and professionalism.
· Communicates clearly and professionally with staff at all levels, both in writing and in person.
· Builds trust with employees, creating a safe space to ask questions about pay, leave, and deductions.
· Brings a “can-do” mindset, resilience under pressure, and a good sense of humour to the team.



I have received, reviewed and fully understand the above job description. I further understand that I am responsible for the satisfactory execution of the essential functions described therein, under any and all conditions as described.

	Name:
	
	Signed:
	

	
Dated:
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