
 

 
 

 

Position Description (Employee) 
Remuneration and Benefits Coordinator  

Division Workforce and Information Services 

Business Unit Corporate HR 

Grade/Band Band 4 

Date position description approved 17/02/2020 

 

Council overview     
 
At the City of Sydney our people are our most important asset and central to achieving our 

exciting and ambitious Sustainable Sydney 2030 – developing a green, global and connected 

city. The City of Sydney works to build socially sustainable communities that support a 

more inclusive Sydney – a city that is also more connected, liveable and engaged. 

From our high-quality facilities to local services and initiatives, we are dedicated to delivering 

the best city environment for business, work, living and recreation. 

Council values 

Our people are custodians of public trust and confidence. In recognising this, we are 
committed to building a high performing culture built on the values of collaboration, courage, 
integrity, innovation, quality and respect. These six core values guide everything we do at 
the City.   

Primary purpose of the position 

The Remuneration and Benefits Coordinator is responsible for the daily processing of payroll 
and associated tasks in an efficient, effective and timely fashion using expert knowledge of 
best remuneration and benefits practise to ensure legislative compliance and relevant policies 
and procedures are adhered to. Scrutinise current practise and lead changes to lift the value 
of the Payroll, Remunerations and Benefits functions. 

Key accountabilities 

 Ensure accuracy of maintenance of employee masterfile data, identifying where 
processes can be improved and automated. 

 Check accuracy of various calculations and reconciliations highlighting improvements 
in process to best utilise tools and automation. 

 Identify processes that are inefficient and require improvement. Play a major role in 
planning and implementing changes for the benefit of all stakeholders. 

 Provide backup and support to the Payroll Team Leader. 

 Perform more complex reconciliations and calculations ensuring efficient, accurate and 
complying processes. 

http://www.cityofsydney.nsw.gov.au/vision/sustainable-sydney-2030


 

 
 

 Utilise knowledge and known methods to close any gaps in processes. 

 Ensure safe work practices. 

Key challenges 


 Be able to prioritise often conflicting tasks through effective planning and 
organisation.  

 Highlight improvement opportunities, have clear understanding of the issue, provide 
solutions to be considered and implement agreed changes.  

 Escalate any potential issues to the Payroll Team Leader or Manager Payroll & 
Remuneration as they arise.  

 Deeply understand linkages as they relate to time and attendance and various other 
systems.  

 Work within a high paced, deadline driven team and complex organisation.  
 

Key relationships 
 

Who        Why 

Internal  

Manager Payroll and 
Remuneration 

 Receive advice and contribute on progress towards 
business objectives and future directions discussions 

 Provide specialist advice and contribute to decision 
making 

 Identify emerging issues/risks and their implications and 
propose solutions 

Payroll Team  Provide support and guidance to team members 

 Utilise in depth best practise Payroll/Remuneration and 
Benefits knowledge to influence improvement change 

HR Business Partners  Provide specialist remuneration and benefit advice on a 
range of related issues 

Payroll Team Leader  Receive guidance, support, coaching and assist in 
mentoring team members 

 Proactively contribute to discussions and decisions 
regarding key projects and deliverables 

HR Systems  Provide specialist advice on a range of project related 
issues and strategies 

 Optimise engagement to achieve defined outcomes 

 Manage expectations and resolve issues 

External  

Other councils  Manage expectations and resolve issues 

ATO  Understand the legislative requirements and issue 
resolution 



 

 
 

Who        Why 

Superannuation  Understand the legislative requirements and issue 
resolution 

Government agencies (e.g. 
Dept. of Human Services, 
ABS) 

 Communicate needs, facilitate routine business 
transactions and resolve issues 

 Manage expectations and resolve issues 

 Provide information accurately and on time 

 Identify inefficiencies and close gaps 

 
Key dimensions 

Decision making 

The position is expected to comply with the Work Health and Safety Act and associated 
legislation in the performance of all duties.  

Decision making responsibilities of the position and more formal delegations under an Act 
and/or Council policy. 

Reports to 

Manager Payroll and Remuneration 

Essential Knowledge, Skills & Experience 
 

 Extensive experience in processing payroll including data entry, employee Masterfile 

maintenance, termination payments, PAYG Tax, Superannuation, salary deductions. 

 High level of experience using the Chris21 payroll system. 

 Experience with time and attendance systems (Kronos desirable). 

 High level of experience in process improvement strategies and playing a role in 

implementation. 

 Previously heavily involved in a successful major change program with own team 

and external parts of the business. 

Capabilities for the position 
 

The City’s capability framework outlines the capabilities everyone needs to work well in their 

role. They are expressed as behaviours that show expected knowledge, skills and our 

values. There are capabilities for employees and managers which provide clarity, common 

language and consistency. 

https://www.cityofsydney.nsw.gov.au/council/about-council/careers/our-capabilities#page-element-dload


 

 
 

Capability Group Capability Name Level 

 
Personal attributes 

Act with Integrity and Courage  
Intermediate 

Demonstrate Accountability Adept 

Manage Self Adept 

Display Resilience and Adaptability Adept 

 
Relationships 

Work Collaboratively Intermediate 

Communicate and Engage 

Respectfully 
Adept 

Community and Customer Focus Adept 

Influence and Negotiate Intermediate 

 
Results 

Deliver Quality Results Advanced 

Create and Innovate Intermediate 

Plan and Prioritise Advanced 

Think and Solve Problems Adept 

 
Resources 

Finance Intermediate 

Technology and Information Intermediate 

Assets and Tools Intermediate 

Procurement and Contracts Intermediate 

*This profile is subject to an organisation-wide review of capability profiles. The final profile may vary slightly. 

Focus capabilities 
The capabilities in bold are the focus capabilities for this position. The focus capabilities are 

those judged to be most important at the time of recruiting to the position. That is, the ones 

that must be met at least at a satisfactory level for a candidate to be suitable for 

appointment. 

 

Group and Capability Level Behavioural Indicators 

Personal Attributes 
Demonstrate 
Accountability 
 

Adept  Is prepared to make decisions within own 
level of authority 

 Takes an active role in managing issues in 
the team 

 Coaches team members to take 
responsibility and follow through 

 Is committed to safe work practices and 
manages work health and safety risks 

 Identifies and manages other risks in the 
workplace 

Manage Self Adept  Initiates action on team/unit projects, issues 
and opportunities 

 Accepts and tackles demanding goals with 
drive and commitment 



 

 
 

 Seeks opportunities to apply and develop 
strengths and skills 

 Examines and reflects on own performance 

 Seeks and responds well to feedback and 
guidance 

Relationships 
Demonstrate 
Accountability 
 

Intermediate  Encourages an inclusive, supportive and 
co-operative team environment 

 Shares information and learning within and 
across teams 

 Works well with other teams on shared 
problems and initiatives 

 Looks out for the wellbeing of team 
members and other colleagues 

 Encourages input from people with different 
experiences, perspectives and beliefs 

 Shows sensitivity to others' workloads and 
challenges when asking for input and 
contributions 

Communicate and 
Engage Respectfully 

Adept  Tailors content, pitch and style of 
communication to the needs and level of 
understanding of the audience 

 Clearly explains complex concepts and 
technical information 

 Adjusts style and approach flexibly for 
different audiences 

 Actively listens and encourages others to 
provide input 

 Writes fluently and persuasively in a range 
of styles and formats 

Results 
Deliver Quality Results 

Advanced  Sets high standards and challenging goals 
for self and others 

 Delegates responsibility appropriately and 
provides support 

 Defines what success looks like in 
measurable terms 

 Uses own professional knowledge and the 
expertise of others to drive results 

 Implements and oversees quality 
assurance practices 

Plan and Prioritise Advanced  Ensures business plans and priorities are in 
line with organisational objectives 

 Uses historical context to inform business 
plans and mitigate risks 

 Anticipates and assesses shifts in the 
environment and ensures contingency 
plans are in place 

 Ensures that program risks are managed 
and strategies are in place to respond to 
variance 

 Implements systems for monitoring and 
evaluating effective program and project 
management 

Resources 
Technology and 
Information 
 

Intermediate  Shows confidence in using core office 
software and other computer applications 

 Makes effective use of records, information 
and knowledge management systems 



 

 
 

 

 

 Supports the introduction of new 
technologies to improve efficiency and 
effectiveness 


