
 

 
Payroll Officer 

Position Description 
 
Responsible to: Finance Coordinator 

Responsible for: N/A 

Location: CERES Main Site 

Grade: EM2 

Hourly rate: $28.08 

Status: Part-time permanent 

Hours: 10 hours per week  

Flexible spread of hours but Tuesday a must to run payroll 

 

 
About CERES  
CERES Community Environment Park is an award‐winning, not-for‐profit, environment park 

and urban farm located by the Merri Creek in East Brunswick, Melbourne. Once a landfill site 

and wasteland, today CERES is a thriving, vibrant community.  With over 450,000 visitors a 

year, CERES is the most visited environmental centre in Australia. 

 
Our Vision 
Our vision is for everyone to fall in love with the Earth again. 
CERES is a place for community-based learning and action. Through this, we create better 

ways of living together in five areas: environmental, social, economic, cultural and spiritual. 

You can read more about CERES, our educational programs and other social enterprises on 

our website: www.ceres.org.au. 

 
About CERES Finance Department 
CERES Finance is the hub through which the financial transactions of all CERES Social / 

Educational Enterprises and support services are processed. CERES Finance performs a 

critical role in providing stakeholders with accurate and timely information to guide decision 

making and enabling CERES to achieve its mission of helping people fall in love with the 

earth.   

 
Position Purpose 
The role of the Payroll Officer is to support Finance Coordinator and CFO in the smooth 

running of the Finance Department operations. This role ensures the timely and accurate 

processing of Payroll for all CERES areas and pursues continuous improvement of the 

processes of the finance department.  The role provides stakeholders with clear guidance 

around finance department process / procedures and expectations and assists to make 

‘finance’ and finance related processes accessible to staff who interface with the 

department. This position reports to the Finance Coordinator. 

 

 
 

http://www.ceres.org.au/


 

Key Responsibilities  

 
1. Payroll 

 All functions associated with the preparation and completion of each fortnightly 

payroll 

 Updating employee contract/salary changes on payroll system as approved by the 

People and Culture Manager 

 Ensuring all timesheets / leave requests / reimbursement requests, are verified 

and approved by the appropriate manager; follow up of any outstanding items 

 Provision of information to the Australian Taxation Office in relation to PAYG, 

withholding and TFN declarations 

 Liaise with staff in relation to any payroll matters 

 Liaise with senior management and the People and Culture Manager in relation to 

appointment and termination of employees, leave entitlements and other payroll 

matters 

 Calculation of employment termination payments 

 Assistance with the induction of new staff (with regards to interface with CERES 

Payroll system) 

 Management of payroll aspects of WorkCover claims including – calculations of 

PIAWE, top-ups, medical and like thresholds and so on as required. Liaise with 

the People and Culture Manager as required with regards to Return to Work plans 

etc. 

 Management, calculation and inclusion of Government PPL as required 

 Preparing general ledger manual journals in accounting software for monthly 

WorkCover payable as a % of gross wages and superannuation 

 Preparing general ledger manual journals in Xero for monthly leave entitlement 

accrual expense 

 Manage staff superannuation details and quarterly superannuation payment 

batches 

 Set-up and include in payroll any single or recurring salary packaging related 

deductions from staff according to our salary packaging provider’s instructions  

 Pursue the continuous improvement of CERES payroll process 

 

2. Other 

 Carry out other duties relating to CERES financial management as required 

 Provide input to the overall team and finance function 

 
3. Workplace Health, Safety & Wellbeing 

CERES is committed to providing a safe working environment, and enhancing the well-

being of the CERES community. Staff and volunteers are responsible for each other's 

safety and wellbeing, including their own. They actively participate in WHS&W 

consultation processes, comply with safe work instructions or procedures, and identify 

and report hazards, incidents and 'near misses'.  
  

 
 
 



 

Key Performance Indicators 
 

Performance will be measure against delivery of the key responsibilities as listed above. 

 
 
Key Selection Criteria 
 

Essential 

1. A minimum of two years’ work experience in a similar role, preferably within the 

social enterprise and / or NFP sector 

2. Formal qualifications in accounting, business management or a related field 

3. Accurate processing with exceptional attention to detail 

4. Strong problem solving and troubleshooting skills 

5. Positive ‘can do’ attitude with the ability to self-motivate and show initiative 

6. Intermediate Information and Communication Technology  skills, specifically in MS 

Office, accounting software (Xero an advantage) and Payroll software (Keypay an 

advantage) 

7. Ability to manage a steady but high inflow of work and adhere to strict deadlines 

8. Excellent oral and written communication skills 

9. Ability to work effectively with minimal supervision while working closely in a team 

10. High degree of integrity with a demonstrated understanding of privacy and 

confidentiality requirements 

11. Readily embrace and implement the benefits of new technology where appropriate 


