
Administration & Payroll Officer 
(Permanent Part-Time) 

15–25 Hours Per Week 
 

Flexible working arrangements available. School hours may be considered for the right applicant. 
Join the Team at Junee Ex-Services Memorial Club Ltd 

 
Junee Ex-Services Memorial Club Ltd is seeking an organised, motivated and reliable Administration & 
Payroll Officer to join our team in a permanent part-time position (15–25 hours per week). 
This is an exciting opportunity for someone who enjoys working in a professional office environment and 
takes pride in providing accurate payroll processing and quality administrative support. Working closely 
with the General Manager, you will play an important role in supporting the Club's day-to-day operations. 
 
Key Responsibilities 

- Process payroll accurately and on time. 
- Maintain employee records and payroll documentation. 
- Assist with accounts payable and receivable. 
- Perform general administration and office duties. 
- Assist with Club membership administration. 
- Respond to telephone and member enquiries in a professional manner. 
- Prepare reports and provide administrative support to management. 
- Maintain strict confidentiality of employee and Club information. 

 
About You 
You will possess: 

- Excellent organisational and time management skills. 
- High attention to detail and accuracy. 
- Strong computer skills, including Microsoft Office. 
- Excellent written and verbal communication skills. 
- A professional, friendly and confidential approach. 
- The ability to work independently and as part of a team. 
- A positive attitude and willingness to learn. 

 
Desirable Experience 
Experience in the following areas will be highly regarded, but is not essential: 

- Club membership systems. 
- Xero accounting software. 
- Deputy workforce management software. 
- Payroll processing. 
- Previous experience in a Registered Club, hospitality or administrative environment. 

Training will be provided for the successful applicant with the right attitude and a willingness to learn. 
 
What We Offer 

- Permanent Part-Time Position (20–25 hours per week). 
- Flexible working arrangements available. 
- A supportive and friendly team environment. 
- Ongoing training and professional development. 
- Competitive remuneration based on experience and qualifications. 

 
 
 
 
 
 
 
 



How to Apply 
Please submit your application including: 

- A cover letter outlining your suitability for the position. 
- A current resume, including at least two professional referees. 

 
 
Applications should be addressed to: 
 

The General Manager 
Junee Ex-Services Memorial Club Ltd 

75 Broadway Street, Junee, NSW, 2663. 
 
Application made by: 

- Post to the above address, 
- Hand delivered to the above address, or 
- Emailed to simon@jemc.com.au 

 
 
 
 
 
 

Applications Close: Monday 31st August 2026 
 
 
 
 
 
 

Junee Ex-Services Memorial Club Ltd is an Equal Opportunity Employer. We welcome applications from 
people of all backgrounds and encourage candidates with strong administration skills, a positive work 
ethic and a commitment to delivering exceptional service. Experience with payroll, Club membership 

systems, Xero and Deputy is desirable but not essential, as training will be provided for the right 
applicant. 

 

mailto:simon@jemc.com.au

