
Payroll Process Administrator

	Business Group
	Te Pou Ohumahi Matauranga

	Location
	Wellington

	Salary band
	A4


[bookmark: Mahi_i_roto_i_te_Ratonga_Tūmatanui_|_Wor]Mahi i roto i te Ratonga Tūmatanui | Working in the Public Service
[bookmark: To_Mātou_Aronga_|_What_we_do_for_Aotearo]He mea tārai e mātou te mātauranga kia rangatira ai, kia mana taurite ai ōna huanga
We work to shape an education system that delivers equitable and excellent outcomes
Our organisation is made up of talented and committed people around Aotearoa, from a wide range of backgrounds and cultures. While we work in different groups and on different things, we all strive every day to make the biggest difference we can for our ākonga in our education system.
Te Tāhuhu o te Mātauranga recognises the partnership founded under Te Tiriti o Waitangi between Māori and the Crown. We are committed to having Te Tiriti o Waitangi at the forefront of our work for and with Māori students, their whānau, hapū and iwi. 
To Mātou Aronga | What we do for Aotearoa New Zealand
At Te Tāhuhu o te Mātauranga | Ministry of Education, delivering our purpose makes a real difference to all
ākonga of Aotearoa:
He mea tārai e mātou te mātauranga kia rangatira ai, kia mana taurite ai ōna huanga We shape an education system that delivers excellent and equitable outcomes
We fulfil our purpose by:
· delivering services and support nationally, regionally and locally to and through the education sector and
in some cases directly to ākonga and whānau
· shaping the policies, settings and performance of the education system so that it is well placed to deliver
equitable outcomes for ākonga and their whānau, from early learning through to tertiary.


[bookmark: Tēnei_Tūranga_|_About_the_role]Tēnei Tūranga | About the role
You will primarily be working with applicants, other teams within the Ministry and key stakeholders to provide teachers and principals who are moving to different locations with an accurate, timely transfer and removal service. You will process applications from start to finish, provide quality advice and guidance to applicants and schools, and have input into the process and system. You will also support the wider Payroll Operations team with other processes.
· Follow applications through from start to finish
· Find solutions to complex issues
· Provide quality advice to the applicants and schools
· Implement changes in policy and employment agreements with as required



We also offer:
· [bookmark: _Hlk118301250]Flexible working arrangements where everyone feels valued & supported
· The ability to purchase extra days leave 
· A range of employee network groups 
· An inclusive environment that encourages your personal cultural competency journey
· Development and learning, including mentorship programmes and internal secondments
· Wellness initiatives to support your overall health and wellbeing 

[bookmark: Ngā_Haepapa_|_Accountabilities]Ngā Haepapa | Key Priorities

[bookmark: As_a_Specialist_within_Te_Tāhuhu_o_te_Mā]As a Payroll Process Administrator within Te Tāhuhu o te Mātauranga | the Ministry of Education you will:
· Ensure payroll-related processing work undertaken within the Payroll Operations team at Te Pou Ohumahi Mātauranga is delivered to a high level of quality and timeliness.
· Apply policies and processes used to deliver these processing/decision making functions to ensure they are compliant, efficient and meet the needs of the Ministry.
· Support design work, testing and implementation of significant new processes, major system changes etc. as required.
· Co-ordinate and administer KBase system and associated processes
· Ensure that the relationships the team has with the payroll provider and other stakeholders foster a cooperative and respectful working relationship.

[bookmark: As_a_Special_Education_Advisor_you_will:]Qualifications and Personal Attributes:
· Sound knowledge of administration, systems, processes etc, and the Ministry’s policies and processes in the areas of payroll processing undertaken by the role.
· Sound basic knowledge of relevant NZ law and government policies as they relate to payroll compliance requirements.
· Strong customer service focus and willingness to undertake tasks to support the team.
· Strong administration, organisation and work prioritisation skills.
· Good relationship management and communication skills.
· The ability to show initiative and solve problems wherever possible before asking for help.
· Team player – ability to work collaboratively with others to achieve results

Competencies:
Customer focus 
· Is dedicated to meeting the expectations and requirements of internal and external customers 
· Gets first-hand customer information and uses it for improvements in products and services 
· Acts with customers in mind
· Establishes and maintains effective relationships with customers and gains their trust and respect




Priority Setting
· Spends his/her time and the time of others on what’s important
· Quickly zeros in on the critical few and puts the trivial many aside
· Can quickly sense what will help or hinder accomplishing a goal
· Eliminates roadblocks
· Creates focus

Organising
· Can marshal resources (people, material, support to get things done)
· Can orchestrate multiple activities at once to accomplish a goal
· Uses resources effectively and efficiently
· Arranges information and files in a useful manner

Perseverance
· Pursues everything with energy, drive and a need to finish
· Seldom gives up before finishing, especially in the face of resistance or setbacks

Relationships (interpersonal savvy)
· Relates well to all kinds of people inside and outside the organization
· Builds appropriate rapport
· Builds constructive and effective relationships
· Uses diplomacy and tact
· Can defuse even high-tension situations comfortably

Functional/Technical Skills
· Has the functional and technical knowledge and skills to do the job at a high level of accomplishment

Listening
· Practices attentive and active listening
· Has the patience to hear people out
· Can accurately restate the opinions of others even when he/she disagrees

Problem Solving
· Uses rigorous logic and methods to solve difficult problems with effective solutions
· Probes all fruitful sources for answers
· Can see hidden problems
· Is excellent at honest analysis
· Looks beyond the obvious and doesn’t stop at the first answer



[bookmark: Ngā_Tohu_Mātauranga_Waiwai_|_Essential_Q]
Tātai Pou

Demonstration of Tātai Pou competencies at least a developing level: 
· Pou Hono – Valuing Māori – Makes a clear and compelling argument as to why equitable outcomes for Māori learners are critically important 
· Pou Mana – Knowledge of Māori content – Applies the Treaty of Waitangi policy, uses Te Reo Māori and engages with Tikanga Māori
· Pou Kipa – Develops, implements and strategically resources to achieve equitable outcomes for Māori

[bookmark: Wheako_|_Experience]Wheako | Experience
To be successful in this role you will have the following experience:

· Experience in a complex organisation
· Experience in building relationships and partnerships to achieve shared outcomes.
· Experience in administration in a fast-paced environment
· Experience leading and contributing to strategic initiatives, work programmes or projects that have organisational impact.
· A proven track record of building and maintaining trusted relationships with (as appropriate):
· Colleagues
· Stakeholders

[bookmark: Ngā_Āheinga_|_Capabilities]Ngā Āheinga | Capabilities
To be successful in this role you will have the following capabilities and competencies:

· Excellent interpersonal and communication skills.

· Ability to co-ordinate service provision with a range of specialists and agencies
· Ability to use assessment, analysis and problem solving to contribute to intervention, planning and implementation at the individual and systems level.
· Ability to develop and provide training; and to coach and upskill others.
· Persistence, responsiveness, and a positive attitude.
· Problem solving skills.
· Ability to develop and maintain effective working relationships.
· A commitment to ongoing personal and professional development.
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[bookmark: Tātai_Pou_|_Our_Cultural_Competency]Tātai Pou | Our Cultural Competency
Tātai Pou is our Māori Cultural competency framework. It has been aligned and is complementary to the Māori Crown Relations Capability Framework (MCR). Tātai Pou is designed to support our people and organisation to give effect to the articles of te Tiriti o Waitangi in our work. The work-based capabilities have four focus areas and describe four levels of competency (high, consolidation, developing and essential) that enable us to deliver our partnership approach so that Māori enjoy and achieve educational success as Māori.

	Pou Hono | Valuing Māori
	Developing

	Pou Mana | Knowledge of Māori content
	Developing

	Pou Kipa | Achieving equitable education outcomes for Māori
	Developing

	Pou Aroā | Critical consciousness of racial equity for Māori
	Developing




[bookmark: Leadership_Success_Profile_-_Te_Kawa_Mat]Leadership Success Profile - Te Kawa Mataaho | Public Service Commission
Leadership matters. Strong leadership at every level in the Public Service will transform the experiences of New
Zealanders. The Leadership Success Profile establishes “what good looks like” for leadership at all levels.
Information about how the Leadership Success Profile applies to this role is available on the Ministry’s intranet.

Ngā Whakaaetanga | Approvals

	Date Reviewed and Approved
	July 2025

	Approved By
	HR Advisory Team
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