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	Position Details
	No.
	CS-HR-02

	Position Title:	 
	Team Leader People & Payroll
	Employment Status: Continuing/Fixed Term/Casual 
	Ongoing

	Portfolio:
	Corporate Services
	FTE: 
Full-time/Part-time
	Full-time 

	Business Unit:
	Corporate Services
	Award /Level or Grade
SAMSOA GO Level 1-8 or LGE ME Grade 1 - 14
	GO Level 7

	Group/Team:
	People & Payroll

	Reports To:
	Manager Corporate Services
	Date Last Reviewed:
	October 2026

	Direct Reports:
	4 – Payroll Officer, Human Resources Officer, HR Support Officer, Payroll & HR Trainee (2 years)

	Relationships Internal:
	This position requires effective working relationships and communication with staff at all levels across the organisation.

	Relationships External:
	The position interacts and communicates with a range of external bodies including local government authorities, auditors, consultants and various external bodies.

	Organisational Core Values

	The Rural City of Murray Bridge has six organisational core values that guide its decision-making processes and the high quality of services it delivers to its staff and community. All employees are required to perform their duties with regard to these core values, which are:

	Accountable  
Respectful       
Innovative       
Collaborative

Inclusive
Integrity
	· Effective, equitable, open, honest governance and administration
· Respect and support for the diversity of our ideas and culture
· Strong commitment to continuous improvement in all business processes
· Focus on teamwork within our organisation and create external partnerships to achieve our vision
· Value and incorporate local knowledge and viewpoints
· Being open and honest in all dealings and maintaining high ethical standards

	Primary Purpose of Position [relate to Council’s Strategic Plan and long-term objectives]

	The Team Leader People & Payroll leads the delivery of accurate, compliant and timely payroll services as the primary focus of the role, while overseeing efficient operational HR processes across the employee lifecycle (including recruitment, onboarding and offboarding). The role is responsible for leading and developing a small team to deliver consistent, high-quality transactional services, working in partnership with the People & Culture Business Partner who supports with strategic HR and advisory services. 

	Process and Service Responsibilities

	· Leadership
· People Management
· Operational Management
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	Criterion
	Description

	Qualifications
	Essential
· Tertiary qualification to degree level in human resources, business or a relevant field or equivalent work experience.

Desirable
· Diploma of Payroll Management

	Experience 
	· Demonstrated experience in payroll management, preferably with at least five years' experience in a complex payroll environment.
· Experience in leading a small team.
· Experience in operational HR processes including recruitment and employee lifecycle administration. Demonstrated success in building and facilitating strong networks and partnerships with key stakeholders.
· Experience in policy and management plan development and implementation.
· Experience in producing reports including using statistical information and analysis.
· Experience improving processes and maintaining documentation 
· Experience working within a compliance-driven environment

Desirable:
· Experience in working a local government environment 

	Knowledge
	· Sound knowledge of payroll legislation, awards and enterprise agreements 
· Sound knowledge of contemporary approaches to human resource leadership and management.
· Sound knowledge of risk management frameworks, particularly in relation to human resource management.
· Detailed knowledge of legislation relevant to human resources.
· Detailed knowledge of human resource management frameworks, including planning, recruitment, induction, development and performance management.
· Familiarity with timesheet/payroll software
· Working knowledge of Council operations and services provided to the community (Desirable).
· Sound knowledge of payroll legislation, taxation, superannuation requirements, Awards, Enterprise Agreements and employment conditions.
· Sound knowledge of payroll systems, controls, reconciliation processes and payroll reporting requirements.
· Knowledge of payroll compliance, audit requirements and financial controls.

	Skills and Attributes
	· Effective skills in staff supervision, mentoring and management including performance assessment and management.
· High level time management skills, including the ability to plan, prioritise and organise activities in a changing work environment.
· Demonstrated ability to identify and resolve complex issues and make effective recommendations and decisions.
· Effective written and verbal communication skills including liaison, negotiation, conflict resolution, information sharing with staff, team members and customers.
· Strong commitment to providing high level customer service and maintaining strong relationships.
· Effective ability to communicate with people from diverse backgrounds.
· Ability to contribute positively and constructively towards continuous improvement initiatives and achieving cultural change.
· Willingness to work as a cooperative team member and gain the trust, cooperation and assistance of colleagues.
· Sound judgement and decision making skills.
· Proficient in the use and application of the Microsoft suite of software.

	Relevant Legislation
	· Local Government Act 1999 (SA)
· Equal Opportunity Act 1984
· Work Health & Safety Act 2012 (SA)
· Fair Work Act 1994 (SA)
· Other relevant legislation pertaining to the role.

	Specific Job Requirements
	· National Police Check 
· Current Drivers Licence.
· Intrastate travel.
· Attend conferences, seminars and training courses to maintain strong and effective networks and competencies. 

	Authorisations and Delegations
	Authorisations and delegations are in accordance with the appropriate Acts, Regulations, Council Guidelines and the Council's Register of Authorisations and Delegations.
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	Key Result Areas
	Key Responsibilities [Activities that Achieve Each KRA]

	People Management & Leadership
	· Provide consistent, values-based leadership to staff, fostering a respectful, inclusive, and psychologically safe team culture.
· Contribute to the leadership of the team by participating in unit-level initiatives, modelling expected values and behaviours, and supporting operational priorities.
· Maintain a safe, respectful, and equitable workplace by modelling appropriate behaviour and supporting compliance with employment legislation, industrial awards, and Council policies, including the Code of Conduct.
· Oversee day-to-day people processes, including recruitment, onboarding, payroll and timesheet approval, leave management, return-to-work coordination, and ensuring Personal Development Plan (PDP’s) are completed and meaningful.
· Support and develop employees through clear communication, effective delegation, and access to learning opportunities, fostering capability and engagement within the team including weekly 1;1s and daily standup meetings.
· Promote a culture of physical and psychological safety by demonstrating emotional intelligence, self-awareness, and respectful communication; actively listen to and respond to staff concerns and support wellbeing and inclusion.
· Communicate clearly and authentically to ensure team members are informed, engaged, and supported, particularly during operational changes or challenges.
· Build effective working relationships within the team and with other departments to support collaboration, trust, and shared outcomes.
· Demonstrate resilience and flexibility in managing operational priorities and changes, maintaining focus on delivering team objectives.

	Payroll Operations
	· Lead and oversee the accurate, timely and compliant delivery of payroll services in accordance with relevant legislation, industrial instruments, enterprise agreements, employment conditions and Council policies and procedures.
· Provide operational advice on the application of awards, enterprise agreements, employment conditions and Council policies relating to payroll, remuneration, allowances, leave and employee entitlements, referring complex matters for specialist advice where required.
· Oversee payroll compliance and statutory obligations, including taxation, superannuation, payroll tax, reporting and year-end requirements.
· Maintain effective payroll governance and financial controls, including appropriate authorisations, segregation of duties, reconciliations, exception reporting and audit processes.
· Oversee the accurate administration of employee entitlements, leave balances, deductions and other payroll-related payments, ensuring discrepancies are identified and resolved.
· Ensure timely and accurate payroll reporting and information is provided to Finance and other stakeholders, including the identification and resolution of variances and discrepancies.
· Identify and manage payroll risks, including business continuity arrangements, and oversee the effective operation, maintenance, testing and continuous improvement of payroll systems, including system changes and upgrades.
· Coordinate responses to payroll audits, reviews and compliance requirements, ensuring identified issues and corrective actions are appropriately addressed and followed through.

	Operational HR Delivery
	· Lead and oversee the delivery of operational HR services across the employee lifecycle, including recruitment, selection, appointments, onboarding, employment changes, transfers and offboarding.
· Ensure HR transactions and employee records are accurate, timely, appropriately authorised and managed in accordance with Council policies, procedures, employment conditions and legislative requirements.
· Provide practical and timely advice to managers and employees on operational HR processes, employment conditions, policies and procedures, exercising sound judgement and referring complex matters for specialist advice where appropriate.
· Oversee the consistent application of HR processes and employment conditions, identifying and addressing issues, inconsistencies or risks in their application.
· Monitor the quality, timeliness and workload of operational HR services, ensuring enquiries and transactions are appropriately prioritised, resolved and followed through.
· Maintain appropriate confidentiality, records and systems relating to employee information and HR transactions.
· Monitor and report on HR data and statistics, providing accurate information to support workforce administration, compliance and management decision-making.

	Process Improvement and Service Delivery
	· Lead the review and continuous improvement of HR and payroll processes, systems and work practices to improve efficiency, accuracy, consistency, compliance and service outcomes.
· Identify and implement opportunities to streamline processes, reduce duplication, clarify roles and responsibilities, and improve the end-to-end employee and manager experience.
· Lead the development, maintenance and review of procedures, work instructions, templates and supporting documentation to ensure processes are clear, current and consistently applied.
· Monitor service delivery, recurring issues, operational trends and risks, using data and feedback to identify improvement opportunities and inform priorities.
· Prepare and provide accurate HR and payroll reporting, statistics and analysis to support operational monitoring, compliance, workforce administration, risk management and decision-making.
· Promote a responsive, customer-focused service culture within the team, ensuring enquiries and issues are managed professionally, consistently and within appropriate timeframes.
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	Leadership Contribution
	Responsibilities

	Shapes Direction
	· Contributes to shaping the content of Strategic Plans and documents.
· Clarifies priorities and goals within teams.
· Inspires team members to achieve delivery of action plans on time and on budget.
· Translates directions into operational action plans.
· Works to remove barriers to achievement of goals.
· Promotes a sense of purpose within teams and communicates same, enabling others to understand how they contribute to the strategic direction of the Organisation.

	Continuous Improvement
	· Promotes innovation and ideas within the workplace.
· Influences team performance.
· Translates change initiatives to understandable action plans and explain these to staff and their roles in implementing them.
· Monitors and reviews service delivery, budgets and productivity in team’s portfolios.
· Contributes ideas to development of Business Cases for change initiatives.
· Coaches and mentors staff and encourages professional development and continuous learning.
· Builds team capability, accountability and responsiveness.
· Contributes positively to development of alternative methods and innovations.

	Works with Others
	· Provides direction with clarity to team members and other internal and external clients.
· Be consistent in all messaging to staff and act and adhere to ABC’s and core organisational values.
· Promotes a high level of Customer Experience internally and externally.
· Fosters team play, supports, and encourages high performance teamwork within teams.
· Collaborates and engages in a manner that allows others to contribute positively.
· Promotes and encourages high performing team environments.
· Manages up effectively for efficient decision points.
· Promotes the reciprocal sharing of information to build knowledge.
· Acts with integrity in dealing with difficult matters.
· Builds and forms relationships.
· Models Organisational Values and acts with a high degree of integrity in all aspects.
· Works collaboratively and cultivates productive working relationships internally and externally.
· Respects, supports and encourages team members and peers.
· Develops others personally and professionally.

	Achieves Results
	· Delivers agreed projects on time and on budget.
· Supports staff to deliver quality and performance.
· Ensures planned programmes and services results in expected outputs.
· Deploys resources astutely to meet defined levels of service.
· Identifies optimum resourcing models within teams.
· Holds self and others accountable for actions and work.
· Effectively monitors performance of teams against levels of service required.
· Professionally and effectively manage risk, safety and probity.
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	Key Result Areas
	Responsibilities [activities that achieve each KRA]

	General conditions of Employment
	· The Rural City of Murray Bridge is an Equal Employment Opportunity employer and promotes equal employment opportunities and diversity within its work place.
· Council provides a smoke free environment. Smoking within Council premises and vehicles is prohibited.
· Enterprise Agreements apply to various occupational groups that outline specific terms and conditions in conjunction with Award conditions.

	Policies and Procedures
	The role is performed in accordance with Council’s Policies and Procedures and the Code of Conduct for Employees.

	Work Health and Safety
	Employees have a legal obligation to take steps to protect themselves from risks to health and safety and make sure they do not cause a risk to others through any act or omission. In particular an Employee is required to:
· Carry out their roles and responsibilities as identified in the Rural City of Murray Bridge’s WH&S and Injury Management Roles and Responsibility policies and procedures.
· Comply with the requirements of the WH&S Act 2012.
· Actively contribute to consultative and participative arrangements for the management of WH&S and Injury Management.
· Undertake training provided to protect the Employee’s health and safety whilst at work.
· Follow reasonable instructions and follow Standard Operational Procedures, Standard Work Method Statements and Safe Work Plans designed to protect the Employee’s health and safety and the health and safety of others.
· Have a sound understanding of human resource principles concerning training and development, equal opportunity and occupational health, safety and welfare and associated policies.
· Actively participate in rehabilitation and return to work programs.

	Financial Responsibilities
	· Conduct, support or assist with (as relevant to the role) the preparation, monitoring and reporting of Business Unit annual budgets and business plans.
· Strictly apply Council’s Procurement and Financial Delegation policies and guidelines to obtain goods and services for Council (if and as the position requires).

	Records Management Responsibilities
	Employees have an obligation to meet the requirements of the State Records Act, to comply with Council’s Records Management Policy, Procedures and Standards and to properly use Council's Records Management Systems.
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