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Senior Payroll Coordinator 
New Zealand Fire Service Position Description 


 


 


Job #: 


 


3329 


Business Area: People and Capability (P&C)  


Location: NHQ, Wellington 


Reports to: Payroll Manager 


Version Date: December 2016 


 


Position context 


The New Zealand Fire Service (NZFS) is comprised of five regions with around 400 stations, 
and 9,000 volunteer and paid firefighters spread throughout the country. As well as 
responding to a wide range of emergency situations, the NZFS is focussed on fire safety and 
prevention in NZ communities. 


 In November 2015, Cabinet agreed to bring urban and rural fire services together into one 
unified fire services organisation, Fire and Emergency New Zealand (FENZ).  The new 
organisation will be a merger of 40+ rural fire authorities, the National Rural Fire Authority, 
and the New Zealand Fire Service (which are both part of the New Zealand Fire Service 
Commission).  


The National Headquarters provides strategic direction and common shared services to the 


wider Fire Service.  


P&C is responsible for organisational health, leadership, safety & wellbeing, capability 


development, Human Resources and employment relations, volunteer support, payroll and 


remuneration. It is also responsible for advising the Chief Executive and Senior Management 


on the strategic direction for the organisation with regard to people and capability. P & C is 


accountable for ensuring policies, systems and advice reflects current legislation, and national 


and international best practice, and that our people and support systems assist the 


organisation to achieve our Vision.  


It is the responsibility of the position holder to work in this context and provide superior, 
quality focused and relevant payroll support to employees of the NZ Fire Service 


Vision, mission and values 


 


Our Vision: Leading integrated fire and emergency services for a safer New Zealand  
Te Manatū o ngā ratonga ohotata kia haumaru ake ai a Aotearoa 
 


Our Mission: To reduce the incidence and consequences of fire and to provide a professional 
response to other emergencies. 


Our Values: Serving our Communities                    Skill 
Integrity                                                Comradeship 
Adaptability 
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Position purpose 


 


The role will; 


 Ensure accurate and timely payroll services and advice are provided  


 Ensure compliance with individual and collective employment agreements and relevant 
legislation 


 Identify areas where processes can be improved  


 Participate in testing upgrades of the Payroll system 


 Train team members and deputise for the Payroll Manager 


 


Key accountabilities 


 
The job holder is responsible for: 


Payroll Service Delivery 


 Overseeing input of changes to personnel and payroll data into the Payroll system are 
correct, including new appointments, promotions, salary and allowance changes, overtime 
claims, deductions and cessations for approximately 15,000 paid, non-operational,  
Volunteer and Rural personnel    


 Ensuring calculations are correct and comply with employment agreements and legislative 
requirements 


 Undertaking quality assurance of the data, including the interpretation of information and 
validation of approvals, and integrity of the data entered into the system.  


 Ensuring payroll processes and activities meet audit requirements and participating in 
regular audits for data verification purposes 


 Responding to requests for information and special reports 


 Ensuring the processing of journals and costing adjustments are accurate 


 Supporting the manager by providing interpretation and advice on leave provisions, 
statutory entitlements and general payroll related issues to Payroll team members and 
others in  the organisation 


 Coordinating the administration of superannuation schemes in collaboration with the Payroll 
Manager 


 


Continuous improvement 


 Maintaining an excellent working knowledge of payroll processes and procedures utilising 
best practice e.g. segregation of duties, maintenance of documentation 


 In collaboration with the Payroll Manager, identifying and implementing improvements to 
systems, processes and controls, and more effective use of technology to improve payroll 
services  


 Participating in the testing processes for upgrades of the Payroll system 
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Training 


 Mentoring and training Payroll Coordinators, this includes updating of existing payroll 
process and procedures 


 Advising new employees on the use of the employee kiosk, including leave and payroll 
matters and liaising with managers regarding access 


 


Team Leadership 


 Deputising for the Payroll Manager, including: 
o running fortnightly, monthly and interim payroll processes as required 
o finalising ledger and PAYE reconciliations 


 Providing backup for the SMS Roster Administrator role for the download between the 
station management system and the payroll system 


 Ensuring the Payroll team provides a customer focused service and all queries are dealt 
with professionally and in a timely manner 


 Any other duties consistent with the position as may be required from time to time by the 
Payroll Manager 


 


Health and Safety - Employee Responsibilities 


 Ensuring that they are knowledgeable about the Health and Safety National Policy, and 
are abiding by its principles 


 


 Ensuring that a safe working environment is maintained for colleagues and visitors to the 
workplace by reporting any hazards identified, actively participating in health and safety 
issues, reporting accidents and near miss incidents promptly, adhering to safety rules, and 
participating in rehabilitation should an injury be sustained 


 


 


Scope of job 
 


Financial delegations: 


 Expenditure $ Nil 


 Capital Assets $ (as above) (Buildings, equipment, systems) 
Staff responsibility: 


 Direct employees: Nil  


 Number of indirect employees: Nil 
 


Key relationships 
 


Internal: 


 HR Staff 


 Fire Region Managers and NHQ Managers 


 Chief Fire Officers (career and volunteer) 


 Finance staff 
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External: 


 HRMIS supplier 


 IRD 


 ACC 


 Other organisations requiring deductions and reporting  


Qualifications, attributes and experience 
 


Essential experience and knowledge: 


 A history of achievement in delivery of high quality payroll services preferably in a 
complex payroll environment  


 Thorough knowledge and understanding of New Zealand employment and payroll 
related legislation  


 Proven ability to accurately interpret terms and conditions in employment agreements 
and policies 


 Knowledge of and experience of payroll systems  


 Advanced MS Excel skills 


 Sound knowledge of accounting systems and practices  
 


Essential attributes: 


 A self-starter who works well as part of a team to provide a high quality service 


 Keen attention to detail with a systematic and analytical approach  


 Excellent customer service ethos 


 Excellent written and spoken communication skills 


 Excellent numerical skills 


 Handles confidential information with absolute discretion 
 
Desirable: 


 Experience with PS Enterprise  


 Knowledge of SQL 


 An understanding of how rostering systems work with payroll would be an advantage  
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SELF 


1. Demonstrates self 
awareness, reflects 
on own performance; 
identifies strengths 
and development 
needs. 
 


2. Learns and reflects 
on how own 
behaviours and work 
style impact on 
others and on work 
tasks. 


 


3. Actively seeks 
feedback from 
supervisor and peers 
and acts upon it. 


 
4. Demonstrates 


persistence; adapts 
approach when 
required and 
continues to work to 
achieve individual 
and team objectives. 


 


5. Maintains an 
optimistic outlook; 
overcomes obstacles 
and recovers quickly 
from setbacks. 


 
6. Acts decisively to 


implement strategies 
and address issues. 


1. Obtains support 
within functional 
area, leads projects 
or works individually 
to accomplish 
organisational goals. 


 
2. Communicates 


desired outcomes for 
the specialist area. 


 


3. Communicates in an 
open and frank 
manner and gains the 
trust of others. 


 


4. Models behaviours 
that are consistent 
with the values and 
practices of the 
organisation. 


 


5. Shares information 
with others and 
assists personnel to 
adapt to change. 


 
6. Drives the 


organisational 
practices within the 
specialist area and 
focuses efforts 
towards the 
achievement of 
common objectives. 


1. Makes 
recommendations 
within specialist area 
without favouritism 
or bias. 


 
2. Adheres to 


organisational values 
and code of conduct. 


 
3. Leads by example 


and maintains a high 
level of 
professionalism and 
impartiality; expects 
and encourages 
colleagues to apply 
the same high 
standards. 


1. Develops 
collaborative and 
trusting working 
relationships. 


 
2. Establishes, uses and 


maintains external 
and internal 
networks to achieve 
work outcomes. 


 


3. Is aware of 
contentious political 
issues that impact on 
the organisation. 


 


4. Represents the 
organisational 
position. 


 


 


1. Gathers and 
investigates 
information from a 
variety of sources 
and explores new 
ideas and different 
viewpoints. 


 
2. Understands how 


cultural, social, 
historical and political 
factors affect the 
organisation. 


 


3. Weighs up options, 
seeks advice and 
applies problem 
solving processes to 
make considered 
recommendations.  


 


4. Understands the 
need to see the ‘big 
picture’ and 
recognises how 
relationships and 
processes fit within it. 


1. Works collaboratively 
with others.  
 


2. Is open to the 
perspective of others. 


 
3. Supports the 


development of 
talent in others. 


 
4. Strives to meet 


personal objectives 
and is aware of 
performance 
requirements; seeks 
help when needed. 


 
5. Works with others to 


achieve performance 
objectives. 


 
6. Resolves inter-


personnel and inter-
group conflict 
constructively. 
 


1. Contributes to the 
development of 
organisational 
processes and 
services to improve 
efficiencies and 
achieve a unified 
focus on clients. 


 


2. Is focused on and 
accepts 
accountability for 
outcomes. 


 


3. Responds flexibly to 
changing demands 
while remaining 
focused on the 
objectives. 


 


4. Integrates own 
knowledge and 
professional 
expertise to achieve 
organisational 
objectives. 


 


INFLUENCE ETHICS RELATIONSHIPS STRATEGY PEOPLE RESULTS 


SPECIALIST:  Organises self and supports strategies to achieve organisational objectives. 






