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Senior Payroll Advisor 
This position description is designed to give an overview of the type of work and performance required for this role and may include other 
duties as required.  

Who we are as an organisation and what we are about 

Everything we do is related to our vision and purpose – a safe and secure aviation system - so people 
are safe and feel safe, when they fly.  

We will have the following impacts:  

Being safe – fewer people die or sustain injury while participating in the aviation system.  

Feeling safe – people’s choice to participate in the aviation system is not limited by perception of 
unsafe practices.  

Our pathways to achieve this are:  

Leadership and influence – through regulatory leadership we influence a safe and secure civil 
aviation system for New Zealand.  

Active regulatory stewardship – we monitor and care for the civil aviation regulatory system 
through our policy and operational activities.  

Professional regulatory practice – we act to identify risk and reduce it through intelligence-led 
intervention.  

 

Scope 

Reports to:  Payroll Manager 

Group:    Corporate Services 

Location:  National Office Wellington 

Role Overview 

The Senior Payroll Advisor provides an accurate, effective and efficient payroll service to the 
Authority. 

The payroll function is end to end including timesheet processing, PAYE and reporting and is 
processed every fortnight for a combined payroll of approximately 1700 employees. It is 
critical for the fortnightly salaries and related adjustments to be processed in a timely and 
accurate manner. 

Core Competencies 

Communicates Effectively - 

Developing and delivering multi-mode 

communications that convey a clear 

understanding of the unique needs of 

different audiences 

• Is effective in a variety of communication settings: one-on-one, 
small and large groups, or among diverse styles and position 
levels 

• Attentively listens to others 

• Adjusts to fit the audience and the message 

• Provides timely and helpful information to others across the 
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organisation 

• Encourages the open expression of diverse ideas and opinions 

Instils Trust – gaining the confidence 

and trust of others through honesty, 

integrity, and authenticity 

• Follows through commitments 

• Is seen as direct and truthful 

• Keeps confidences 

• Practices what he/she preaches 

• Shows consistency between word and actions 

Customer Focus - Building strong 

customer relationships and delivering 

customer centric solutions 

• Gains insight into customer needs 

• Identifies opportunities that benefit the customer 

• Builds and delivers solutions that meet customer expectations 

• Establishes and maintains effective customer relationships 

Interpersonal Savvy – Relating openly 

and comfortably with diverse groups of 

people 

• Relates comfortably with people across levels, functions, culture, 
and geography 

• Acts with diplomacy and tact 

• Builds rapport in an open, friendly, and accepting way 

• Builds constructive relationships with people both similar and 
different to self 

• Picks up on interpersonal group dynamics 

Manages Complexity - Making sense of 

complex, high quality and sometimes 

contradictory information to effectively 

solve problems 

 

• Asks the right questions to accurately analyse situations 

• Acquires data from multiple and diverse sources when solving 
problems 

• Uncovers root causes to difficult problems 

• Evaluates pros and cons, risks and benefits of different solution 
options 

Action Oriented – Taking on new 

opportunities and tough challenges with 

a sense of urgency, high energy, and 

enthusiasm 

• Readily takes action on challenges, without unnecessary planning 

• Identifies and seizes new opportunities 

• Displays a can-do attitude in good and bad times 

• Steps up to handle tough issues 

Resourcefulness – Securing and 

deploying resources effectively and 

efficiently 

• Marshals resources (people, funding, material, support ) to get 
things done 

• Orchestrates multiple activities simultaneously to accomplish a 
goal 

• Gets the most out of limited resources 

• Applies knowledge of internal structures, processes, and culture to 
resourcing efforts 
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Core Responsibilities 

Provision of an effective and efficient payroll service to the Authority 

• Interpret and apply contractual conditions and legal requirements as per Holidays Act, 
relevant Collective Employment Agreements (CEA) and individual agreements 

• Add new employees to the Authority payroll database as per employment agreement, 
ensuring all paperwork is completed 

• Terminate employees from the Authority payroll database when required in order to 
maintain an accurate database 

• Calculate the salary for each individual and ensure all staff details for each pay run are 
complete on time and are accurate 

• Change and check alterations to employee details where necessary e.g. tax codes, bank 
account, KiwiSaver etc. 

• Interface timesheet system and check for discrepancies and amend as necessary 

• Process employee variations in an accurate and effective manner 

• Process employee expense claims  

• Peer review calculations and processing of other team members  

• Check pay run audit and variance reports for fortnightly payroll and amend if necessary 

• After authorisation from Payroll Manager close pay and prepare payroll summary, direct 
credit schedule and reconciliation report for sign off by Chief Financial Officer 

• Ensure employees receive their payslips within an acceptable timeframe 

Provision of Payroll reporting 

• Produce reporting after each pay run in order to provide information on payroll deductions 
and payments made to external organisations Provide Payroll deduction schedules to 
external organisations after each pay run 

• Provide payroll information and reports to the organisation as and when requested 

• Produce leave balances report for Authority managers after each pay run to facilitate 
effective leave management  

• Prepare quarterly reporting for Statistics NZ 

• Assist with End-of-Year reporting and requirements 

Respond to enquiries and requests for information from customers 

• Monitor the Payroll Inbox and accurately and efficiently deliver appropriate solutions to      
customers. Customers enquires which cannot be answered effectively are referred to the 
Payroll Manager or the most appropriate person who can meet the customer needs 
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• Confidentiality is maintained at all times and information provided only to those who are 
entitled to access such information 

• Process ACC applications liaising with the Authority Health and Safety team where 
appropriate and responding to staff enquiries relating to ACC  

• Complete ACC documentation and monitor reimbursements 

Other duties 

• Prepare the IRD Employer Monthly Schedule each month 

• Carry out work and conduct interpersonal relationships in a way that supports the 
Authority’s commitment to the principles of Diversity and Inclusion and the Treaty of 
Waitangi. 

• Contribute to, maintain knowledge of, and practices Health and Safety processes and 
initiatives. 

Outputs 

• The payroll is accurate and completed on-time, every time.  

• Advice and support is readily available to internal and external customers and is provided in a 
timely manner 

• Confidentiality and privacy is maintained at all times 

• Ensure all ACC, WINZ, IRD and Superannuation requirements are met in a timely manner 

• Current legislation and organisational policies/guidelines adhered to and interpreted 
correctly 

• Staff participation in and contribution to workplace Health and Wellbeing is achieved 

Outcomes 

• All staff are confident that the payroll service is accurate and reliable 

• The Authority is viewed internally and externally as a good employer 

• The Authority is a safe workplace and meets legislative standards. 

Skills and Experience to be Successful 

• Payroll knowledge gained in a medium to large organisation, preferably a shift work 
environment with a minimum of four years’ experience in start to finish payroll processing 

• Training and substantial experience in payroll systems, preferably PayGlobal although this is 
not essential 

• Excellent knowledge of relevant employment legislation including Holidays Act 2003 and 
amendments, KiwiSaver Act 2006 and amendments, Parental Leave Act, Taxation, ACC 
legislation and experience in interpreting employment conditions. 

• Proficient in the use of computer software packages, including Microsoft Word for Windows, 
Excel, Outlook 

• High degree of attention to detail and accuracy   
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• Strong planning, organisational ability and self-management skills 

• Commitment to the principles of quality management and best practice 

• Ability to work to deadlines, sometimes under pressure and willingness to work as part of a 
team 

• An enthusiastic approach to change and continuous improvement, to acquiring new skills 
and learning new tasks, as well as keeping abreast of changes in the payroll, human 
resources and finance areas. 

• Well-developed interpersonal skills, the ability to communicate with a wide range of internal 
and external stakeholders in a confident and positive customer-oriented manner 

__________________________________________________________________________ 

 


