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POSITION DESCRIPTION 

Position Title: Administration & Payroll Officer 
 
Employment Status: Permanent Part-Time (15–25 Hours Per Week) 
Reports To: General Manager 
Location: Junee Ex-Services Memorial Club Ltd 
 
Position Purpose 
The Administration & Payroll Officer is responsible for providing accurate payroll processing, 
administrative support, membership administration and accounting assistance to ensure the efficient 
operation of the Club. 
The position contributes to the Club's financial integrity, compliance and member services through the 
timely processing of payroll, maintenance of employee and membership records, accounts 
administration and roster support. 
The role requires the highest standards of confidentiality, integrity and professionalism when handling 
employee, member and financial information. 
 
Key Responsibilities 
Payroll Administration 

- Process weekly payroll accurately and within required timeframes. 
- Maintain employee payroll records. 
- Process new employee commencements and employment changes. 
- Maintain leave records including annual leave, personal leave and long service leave. 
- Ensure payroll complies with applicable Awards, employment contracts and legislative 

requirements. 
- Prepare payroll reports for management. 
- Respond to payroll enquiries from employees professionally and confidentially. 
- Maintain strict confidentiality regarding employee remuneration and personal information. 

 
Rostering Administration 

- Assist with the preparation and maintenance of employee rosters. 
- Maintain employee availability records. 
- Enter and update rosters using Deputy or equivalent workforce management software. 
- Monitor roster changes and communicate with department managers as required. 
- Assist management with labour reporting and staffing administration. 

 
Accounting & Finance Support 

- Enter supplier invoices accurately into the accounting system. 
- Match invoices with purchase orders and delivery documentation where applicable. 
- Assist with accounts payable processing. 
- Assist with accounts receivable administration. 
- Reconcile supplier statements. 
- Prepare payment documentation for authorisation. 
- Assist with month-end administration. 
- Maintain accurate financial records. 
- Provide administrative support during annual audit processes. 
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Membership Administration 

- Process new membership applications. 
- Renew Club memberships. 
- Maintain accurate membership records. 
- Issue membership cards where applicable. 
- Assist members with enquiries regarding membership. 
- Ensure compliance with Club Constitution and membership requirements. 
- Support promotional membership campaigns. 

 
General Administration 

- Answer telephones and direct enquiries appropriately. 
- Greet members and visitors professionally. 
- Maintain electronic and hard copy filing systems. 
- Prepare correspondence, reports and meeting documents. 
- Order office supplies. 
- Assist the General Manager with administrative projects. 
- Maintain confidentiality of all Club records. 

 
Compliance & Governance 
The Administration & Payroll Officer will: 

- Comply with the Registered Clubs Act 1976 (NSW), associated Regulations and other applicable 
legislation. 

- Comply with all Club Policies and Procedures. 
- Maintain confidentiality of Board, employee, member and commercial information. 
- Support the Club's governance and accountability framework. 
- Comply with Privacy legislation and confidentiality obligations. 
- Maintain accurate records in accordance with legislative and Club requirements. 
- Assist in maintaining compliance with Fair Work legislation, Superannuation Guarantee 

obligations and taxation reporting requirements. 
 
Work Health & Safety 
Employees are required to: 

- Take reasonable care for their own health and safety. 
- Take reasonable care for the health and safety of others. 
- Comply with all Work Health and Safety policies and procedures. 
- Report hazards, incidents and injuries promptly. 
- Participate in workplace safety initiatives. 

 
Key Relationships 
Internal 

- General Manager 
- Department Managers 
- Supervisors 
- Employees 
- Board of Directors (when authorised) 

External 
- Members 
- Suppliers 
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- Accountants 
- Auditors 
- Financial Institutions 
- Government Agencies 
- Software Providers 

 
Selection Criteria 
Essential 

- Previous administration experience. 
- Excellent organisational skills. 
- High attention to detail. 
- Strong computer literacy. 
- Intermediate Microsoft Office skills. 
- Excellent communication skills. 
- Ability to maintain confidentiality. 
- Ability to work independently and within a team. 
- Strong time management skills. 
- Professional presentation. 

Desirable 
- Payroll experience. 
- Experience using Xero. 
- Experience using Deputy. 
- Experience with Club membership software. 
- Previous employment within a Registered Club. 
- Basic accounting knowledge. 
- Understanding of Awards and payroll legislation. 

 
Personal Attributes 
The successful applicant will demonstrate: 

- Honesty and integrity. 
- Professionalism. 
- Confidentiality. 
- Reliability. 
- Initiative. 
- Accuracy. 
- Strong customer service skills. 
- Positive attitude. 
- Commitment to continuous improvement. 

Performance Indicators 
Success in this role will be measured by: 

- Accurate and timely payroll processing. 
- Accurate roster administration. 
- Timely processing of supplier invoices. 
- Accurate financial data entry. 
- Positive member service outcomes. 
- Compliance with legislative and Club requirements. 
- High levels of confidentiality. 
- Positive working relationships with staff and management. 
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Delegations 
This position has no financial approval authority unless specifically delegated by the General Manager or 
the Board. 
The position is not authorised to enter into contracts or make financial commitments on behalf of the 
Club without prior approval. 
 
Confidentiality 
The Administration & Payroll Officer is entrusted with sensitive financial, employee and member 
information and must maintain strict confidentiality at all times. 
Unauthorised disclosure of confidential information may result in disciplinary action, including 
termination of employment. 
 
Position Review 
This Position Description may be reviewed and amended from time to time to meet the operational 
requirements of Junee Ex-Services Memorial Club Ltd. 
 
Acknowledgement 
I acknowledge that I have read and understood this Position Description and agree to perform the duties 
outlined to the best of my ability. 
 
 
 
Employee Name: ____________________________________ 
Employee Signature: _________________________________ 
Date: _____________________________________________ 
 
 
 
 
General Manager: Simon Broad 
Signature:  
Date: 17th July 2026 

 
 


