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Establish Procedures for Payroll Management

Ensure Confidentiality and Security of Payroll Information
Ensure Procedures Guarantee Substantiation of Claims for Allowances

Safeguard the Organisation’s Financial Resources According to Legislative and Organisational Requirements .....

Establish Systems to Ensure Statutory Obligations are Met and Records are Kept

Prepare Payroll Data
Calculate Gross Pay and Annual Salaries
Calculate Statutory and Voluntary Deductions using Government and Employee Documentation ...
Provide Payroll Data to Payroll Processor for Calculation

Authorise Payment of Salaries/Wages

Check Payroll, and Authorise Salaries and Wages for Payment According to Organisational Policy
and Procedures

Reconcile Salaries, Wages and Deductions

Handle Salary, Wages and Related Enquiries

Administer Salary Records
Process Declaration Forms for New and Existing Employees According to ATO Requirements ...
Forward Periodic Deductions to Nominated Creditors within Designated Timelines

Prepare and Dispatch Payments to Government Authorities Accurately and According to
Relevant Government Legislation

Calculate and Transcribe Group Tax Amounts and Make Payments According to Taxation Procedures ...
Prepare and Reconcile Employee Group Certificate Amounts from Salary Records
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