Whakaahuatanga Taranga Mahi
Job Description

Position title Senior Systems & Payroll Specialist
Division: Finance / Central Support
Location: Otautahi

Responsible to: Finance Manager

Date approved: August 2026

Delegated authority Nil

Staff responsibilities Nil

Te Mrthana - The Mission

Christchurch Methodist Mission (CMM) is a social service agency of Te Hahi Weteriana o Aotearoa with
responsibilty for services throughout Te Patiki Whakatekateka o Waitaha (Canterbury Region), Te Tai Poutini
(West Coast) and Te Tau Ihu (Marlborough Region).

The Christchurch Methodist Mission is committed to the 40-year bicultural journey of Te Hahi Weteriana o
Aotearoa and to its own journey towards becoming a Tiriti based organisation. The Mission’s Strategic Plan
states: “As citizens of Aotearoa New Zealand we are guided in our mission by Te Tiriti o Waitangi, the covenant
which laid the foundations of our life together.” The Mission is committed to honouring Te Tiriti in its
organisational approach, in its professional development of staff, and in the services that we provide.

T6 Matawhanui - Our Vision
A socially just and inclusive society in which all people flourish.

T6 Matou Mthana CMM - Our Mission
To promote and enhance the dignity of all people through:

- Providing compassionate care, support and empowerment of those most vulnerable in our community
- Building communities, neighbourhoods and a wider society that are fair and inclusive
- Challenging injustice and working for social transformation

‘Cycles of Hope’
Christchurch Methodist Mission is committed to promoting ‘cycles of hope’ by actively addressing not only
the effects, but also the causes of injustice and social and economic disadvantage.

Our Partnerships
We are committed to Te Tiriti o Waitangi in all our work and to working in partnership as Maori and Tauiwi.

Nga Uaratanga - Values

e Tumanako (Hope)- Believing that change is possible

e Whakaute (Respect)- For people, and every person’s unique value

o Heikaikorero mo te tika me te mana taurite (Social Justice)- Inequality, unfairness and exclusion will
be challenged

e Ngakau pono (Integrity)- Actions speak louder than words

e Mahi tahi (Partnership)- Strength is found in cooperation



e Whakamana (Empowerment)- Recognising and enhancing the mana in all people

e Whakakauka (Sustainability)- Responding to the challenges of climate change.

Te Kaupapa o Te Tilranga - Purpose of Position

The purpose of this role is to oversee and manage the payroll and time and attendance systems, including IMS
Payroll and HumanForce Workforce Management, 300+ staff.

The role supports a diverse workforce, including employees working across a 24/7 facility who are paid hourly
wages, with a range of different allowances as well as salaried employees.

This position is responsible for ensuring payroll and rostering processes are accurate, timely, compliant, and
efficient. The role requires a proactive, solutions-focused approach, working closely with managers and staff
to resolve issues and continuously improve payroll and workforce management processes.

He Noho Haepapa - Key Responsibilities

Management of
HumanForce -
Workforce
Management and
IMS Payroll Systems

To review and fully complete the implementation of the Humanforce,
Workforce Management and IMS Payroll systems

Lead the ongoing administration, optimisation, and development of the
HumanForce and IMS payroll systems, ensuring they remain fit for purpose and
aligned with CMM requirements

Maintain the integrity, accuracy, and security of workforce and payroll data,
ensuring timely processing of kaimahi lifecycle changes including recruitment,
terminations, employment variations and remuneration changes

Oversee payroll operations in partnership with the Payroll Administrator,
ensuring accurate and compliant processing of salaries, allowances, deductions,
leave entitlements, and statutory obligations

Ensure compliance with relevant employment, payroll, taxation, privacy, and
legislative requirements, including IRD, PAYE, KiwiSaver and other statutory
reporting obligations

Monitor, investigate, and resolve system, payroll, and workforce data
discrepancies, providing expert advice and support to managers and kaimahi

Develop and maintain payroll, workforce, financial, and operational reports to
support decision-making, compliance, and organisational planning

Manage end-of-month and end-of-year payroll processes, reconciliations,
general ledger postings and audits

Maintain awareness of legislative, payroll, and system developments,
implementing improvements and communicating changes to relevant
stakeholders

Build effective working relationships across the organisation, ensuring
responsive, professional, and confidential support for workforce management
and payroll enquiries

Contribute to continuous improvement initiatives, system enhancements,
process efficiencies, and broader administrative functions as required.

Development and
Administration of
Time and Attendance
System when
required

Maintain and enhance time and attendance systems, including coordinating
system improvements, upgrades, and issue resolution with vendors and
developers

Ensure the accurate capture, approval and transfer of employee hours, leave,
and attendance data for payroll processing
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Review and maintain system configurations, controls, and processes to ensure
compliance with organisational requirements and legislative obligations

Monitor data integrity through regular audits, reconciliations, and reporting,
resolving discrepancies in a timely manner

Drive continuous improvement initiatives to enhance system functionality,
efficiency, and user experience across workforce management and payroll
operations.

Teamwork, Support
and Training

*

Support and mentor payroll administrator in their work by sharing system and
payroll knowledge and practical advice with payroll

Share your knowledge with your payroll and HR team members to build the
collective knowledge and wisdom of the team and contribute to the overall
knowledge base of the payroll system

Covering absence of payroll administrator undertaking both payrolls

Liaise with the HR Team to ensure new staff or staff variations are set up, and
changes are made appropriately and in line with employment agreements,
Collective Employment Agreements and NZ employment law

Ensure information is accurate across both HumanForce and IMS systems
Assist and support the HR team with pay reviews and step increases.

Provide system training, guidance and technical support to managers and
kaimahi promoting effective use of HumanForce and payroll systems

Support WesleyCare and Mission managers with roster allocation, workforce
planning, and leave administration

Assist and support the Executive Director and HR Team with Union negotiations

Health and Safety

Adhere to all company health and safety policies, procedures, and relevant
legislation

Take reasonable care for personal health and safety and that of others who may
be affected by your actions

Promptly report any hazards, incidents, or near misses to the appropriate
person

Participate in any health and safety training or initiatives as required.

General

It is expected that all staff employed by CMM will:

Adhere to the CMM values statement, Strategic Plan, Code of Conduct and
Health and Safety requirements

Actively participate in team meetings and other CMM meetings, where possible
Demonstrate commitment to CMM'’s bi-cultural journey

Undertake professional development, supervision and training as required and
agreed

Any other tasks reasonably requested.

He Matauranga / He Wheako - Learning and Experience

Nga Pikenga Matua - Essential Skills

Nga Pdkenga Mariu — Desirable Skills

e Experience in the implementation and development of e Experience with HumanForce, IMS

new software

Payroll, or similar workforce
management and payroll systems
highly desirable.
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Experience administering workforce management,
payroll and HR information systems

Previous experience processing medium sized payroll
involving 250+ staff, waged 24/7 and salaried staff

Relevant tertiary qualification or extensive on the job
experience 6+ years at a senior level

High level of accuracy and attention to detail

Proven ability to manage confidential information with
discretion, integrity, and professionalism

Strong analytical and problem-solving skills, with the
ability to identify and resolve complex system and
payroll issues

Sound knowledge of NZ payroll, employment legislation
and IRD compliance

Advanced MS Excel skills

Sound administrative and computer skills (MS Word,
Outlook, and Database applications).

Ability to self-manage and prioritise work in a structured
manner

Effective and prompt communication skills (both oral
and written)

Sound judgement, tact, confidentiality and integrity to
manage issues and risks.

Need to have something here about commitment to the
kaupapa of Christchurch Methodist Mission and its bi-
cultural journey.

Experience with the implementation
of Workforce Management or
Payroll systems.

He Tangata Paearu - Person Specification

A compassionate and approachable demeanour

Strong problem-solving skills and the ability to remain calm under pressure

Excellent communication skills and the ability to document information accurately, in a timely

manner
Ability to manage stress and deescalate situations

Positive, compassionate, and non-judgemental approach

Customer-focused approach with a collaborative and supportive working style.

Nga Kawenga Matua - Key Relationships

He Hononga-a-Roto - Internal He Hononga-a-Waho - External
Staff of the wider Christchurch Methodist e Inland Revenue Department
Mission e ACC
Executive Director e IMS
Divisional Managers e HumanForce
CMM Board.
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Nga Ringa Rehe - Organisational Competencies

Competencies describe behaviour that reflects underlying skills, knowledge, attitudes and personal qualities
required to perform a job satisfactorily. The competencies required for this job are outlined below.

Commitment to the service - promotes high quality care for service users. Demonstrates a commitment to
understanding and meeting service users expectations and delivering a high-quality service. Sensitive to
the needs, concerns and prospective of service users.

Building relationships - The ability to interact with and develop effective working relationships with a wide
range of people of different types and in different situations. This includes establishing formal and
informal working relationships

Team work- commitment and support for the work of the team. Pools ideas and builds on the contributions
of other team members. Demonstrates an ability and willingness to work with other professional staff
from other professions e.g. social workers, teachers, advisors, clinical staff, community workers etc.

Flexibility - Able to adapt to a variety of situations, understanding and appreciating different and opposing
perspectives of a situation. Open minded and flexible in dealing with circumstances as they arise. The
ability to think about a situation, issue or process in new or varying ways and to generate new ideas. This
includes the willingness to seek out and implement better ways of doing things and to embrace change.

Planning and organising - ability to identify objectives and develop effective action plans to achieve them. High
level of initiative and self-management. Excellent time management skills and ability to respond to
demanding timelines. Results focused and ability to deliver on commitments.

Managing Personal Responsibilities —upholds personal, professional, and ethical conduct. Demonstrate ethical
practice and the maintenance of professional boundaries. Knowledge and commitment to the principles
of EEO and Health and Safety policies and procedures.

Managing Information and Uses Technology - managing information effectively, and using information
technology to be efficient, productive, and to deliver a high standard of service

Cultural Responsiveness - The ability and desire to show cultural sensitivity, awareness and understanding of
diversity. This includes reinforcing culturally sensitive behaviour, being responsive to Maori and other
cultural groups. Ability to work within diverse cultural settings.

Signed Date: / /

Kaimahi - Employee

Signed Date: / /
Christchurch Methodist Mission - Employer
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