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	Payroll Services Officer (AO3) 
Continuous Applicant Process


	Make a difference. Shape the future. 
Join our team.

	Where you deliver excellence in customer service 

You will be at the forefront of excellence in customer service, data-driven and digital solutions. You will support the needs of small and family businesses and push the boundaries of digital adoption. You will work in an environment where every interaction counts by putting our customers first, second and third.
	
	Where you work with talented people to make a difference

You will work in a team making a real impact and where a healthy, safe and respectful workplace is not just a policy – it’s our commitment to each other. Our people are our priority, and you will be part of the team that prides itself on having a positive culture that values and respects the diversity of each other.
	
	Where you shape our future

You will be part of the team where your work goes beyond the day-to-day; it contributes to driving more customer-focused, accessible and responsive engagement and services to Queenslanders. You will engage in meaningful work that shapes the future and delivers benefits to Queensland.

	Why join us?
At the Department of Customer Services, Open Data and Small and Family Business (CDSB), we are improving customer services to Queenslanders, supporting small and family business owners, and providing better government services and support. 

We ensure customer-focused, effective and accessible engagement with government for Queenslanders, small and family business owners and other government agencies. We are responsible for driving the Queensland Government's priorities in customer service delivery, digital technology, and data that enables a transparent and efficient government. 

You will receive flexible working options, competitive salary and benefits, generous leave entitlements and the chance to make a difference to Queenslanders. We value and respect differences and the diversity of thought and experiences all our people bring, and we encourage applicants of all genders, ethnicities, ages, languages, sexual orientations, disabilities, and family responsibilities to apply. Explore more about our department on our website.
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	Classification and Salary 
AO3 CDSB Administrative Officer Level 3
$2965.00 to $3,290.00 per fortnight plus 12.75% employer superannuation contribution and 17.5% annual leave loading.
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	Employment type 
Permanent role
Flexible full-time or part-time
36:15 hours per week
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	Closing date
Continuous applicant process - (Ongoing)
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	Job Reference no. 
QLD/663033CAP/25
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	Unit and Division 
Queensland Shared Services
Data and Digital Government
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	Primary location 
Brisbane, Rockhampton or Townsville
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	Working relationships 
Reports to Payroll Officer QAO4
Direct reports = NIL
Team size = 5-12
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	Contact 
Anne-Maree Hauritz
Manager, Payroll Services
Ph: 0412 091 007




Your role
The Payroll Services team within the Department of Customer Services, Open Data and Small and Family Business provides payroll and related services. As a key member of the team, you will process and validate timely and accurate end to end payroll transactions.

Your responsibilities 
As the Payroll Services Officer, you will:
· Process and validate timely and accurate end to end payroll and establishment transactions
· Provide business support including data entry, spreadsheeting and word processing
· Work as part of a collaborative team
· Identify, recommend and participate in continuous improvement initiatives
· Develop and maintain productive working relationships
· Deliver high quality customer services
· Demonstrate strong time management skills with the ability to prioritise competing
demands and deadlines
· Contribute to an accountable, fair and safe work environment
We recognise and celebrate that everyone is unique and we are looking to find the eligible person best suited to the role. In deciding who is best suited to this role, we may consider:
· the skills, experience, qualifications, knowledge and behaviours/personal qualities that you would bring to the role
· your potential to make a future contribution to the department (including the extent to which you have the potential for development)
· how you may contribute to the department’s workforce diversity objectives.

To thrive in this role, you will need to demonstrate the following: 
· Ability to undertake the key functions of this role as described above
· Demonstrated commitment to your own development and continuous improvement
· Ability to effectively use capabilities to monitor and report on work progress
· Ability to work flexibly and independently as an effective team member 
· Demonstrated personal responsibility and commitment to producing quality work
· Clear, concise and respectful communication skills – written and verbal – including active listening

In addition, this role requires the leadership capabilities of an individual contributor as outlined in the Leadership competencies for Queensland booklet.

Role requirements
· Nil mandatory qualifications required

Pre-employment checks
This role includes relevant duties, as provided for under Chapter 3, Part 5 of the Public Sector Act 2022. Consent will be requested to undertake a criminal history check prior to any offer of employment.

Other checks may be undertaken prior to any offer of employment being made, including:
· Serious discipline history declaration
· Proof of eligibility for employment in the Queensland public sector
· Criminal history screening under the Police Service Administration Act 1990 and assessment of suitability as provided for under Part 5AA of the Police Service Administration Act 1990

Further information 
We strongly encourage applicants from all life experiences and backgrounds to apply. Please tell us about any additional support or adjustments, such as building access, physical requirements, or assistive technologies, that will better enable you to shine during the recruitment process. 

The Department of Customer Services, Open Data and Small and Family Business is committed to building a culture that respects, protects, and promotes human rights, inclusion, and diversity in all that we do and the decisions that we make. The department has adopted the Queensland public sector workforce diversity objectives, as set out in the Inclusion and diversity strategy 2021-2025.

Additionally:
· Applications will remain current for a period of up to 12 months from the closing date and may be considered for other vacancies (identical or similar) which may include an alternative employment basis where permitted.  
· [bookmark: _Hlk162970763]Further information including in relation to pre-employment checks, probationary periods and the recruitment process can be found in the accompanying “Applicant Guide”. 
· New employees appointed to this role within the Queensland Government will be subject to a 6 month probationary period.
· The role description provides the minimum requirements for the role. The incumbent may be required to undertake other duties as required. There may be instances where the incumbent will be required to work hours outside the normal work hours.

	How to apply
	Apply online via the www.smartjobs.qld.gov.au website and upload your:
· Resume: This should include the contact details of at least one referee (preferably your current supervisor if you are internal to QSS) who has thorough knowledge of your conduct and work performance within the previous two years. 
· Cover letter: This should be a brief one to two page statement outlining why you are best suited for this role, including your skills and experience and how you may contribute to the department’s workforce diversity objectives.
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