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Role Description           						



	POSITION TITLE
	Payroll and Administration Support

	POSITION TYPE
	Part-time Permanent 20 Hours per week (must include Mondays and Tuesdays)

	REPORTS TO
	Finance & Administration Manager

	DIRECT REPORTS
	Nil

	LOCATION
	Nelson

	DATE ESTABLISHED
	March 2026




	PURPOSE OF THE POSITION

	To prepare and process weekly payroll, administrative cover for accounts payable and accounts receivable, and to provide professional, helpful, warm, and friendly welcome to all incoming visitors and callers to Kernohan. Efficiently and effectively deliver these services in a critical admin team role. Flexibility and adaptability are a pre-requisite as the business continues to grow and improve. To consistently reflect the Kernohan culture with the best interests of the organisation, its staff, and customers at heart.



	Responsibility
	 Expected Outcome

	Payroll
	· Accurately process all timesheets into our Job Management and Payroll software.
· Complete the weekly and fortnightly Payroll Processing for around 80 staff to pay staff correctly and on time.
· Process and maintain leave requests.
· Maintain sensitive HR records and confidentiality.
· Keep up to date with current employment and payroll issues and understand the general ER framework,
· Contribute to the continuous improvement of Payroll and Job Management systems.

	Administration
	· Fulfil a variety of administration tasks to provide a seamless service to internal and external customers, and support the business operate as efficiently and effectively as possible.
· Routine administrative tasks include:
· Initial Debtor invoicing.
· Administration support and reception back up.
· Other reasonable finance & administration tasks to support Kernohan’s success.
· Maintain consistency of customer service and timely turnaround of work as part of a “chain.”  
· Ensure comprehensive handovers of critical tasks before planned periods of absence. 
· Provide input and feedback into Kernohan’s systems and improvement.
· Other administrative and reporting functions and reporting as reasonably required.

	Safety Focus
	· Kernohan operates a heavy-duty engineering workplace with multiple risks and hazards. Compliance with all Kernohan Health & Safety rules and guidelines is mandatory.

	Quality System
	· Follow any prescribed internal process impacting finance & administration functions as specified in the Quality System Manual.

	General
	· Have a positive attitude towards additional tasks and projects as needed to support team and business outcomes.



	KEY RELATIONSHIPS

	Internal:

· Finance & Administration Manager 
· Finance & administration team members
· CEO
· Senior Leadership Team 
· Kernohan staff

External:

· Customers
· Suppliers
· Members of the public




	QUALIFICATIONS, SKILLS & EXPERIENCE

	· Proven ability to work to deadlines and deliver critical outcomes.
· Experience in payroll processing, ideally within an engineering or manufacturing environment with complex job and time management requirements.
· Experience with Xero, Job Pro, and Pay Hero or similar would be an advantage.
· Strong computer capability, including proficiency with Office, database and reporting systems.
· Experience in administration, customer service, or a support-focused role.
· Demonstrate an approachable, positive, can‑do attitude with a solution-focused mindset; recognises that everyone is a customer.
· Strong team player who can also work independently when required.
· Excellent planning and organisational skills with the ability to self-manage priorities and adapt effectively in a dynamic environment.
· Exceptional relationship-building skills; able to foster positive working relationships and act as a trusted and helpful support for stakeholders.
· High attention to detail, with a commitment to accuracy and regular self‑checking of work.
· Strong problem-solving ability, including sound assessment of situations and appropriate decision making.
· Demonstrated commitment to Health & Safety, Quality, and best-practice operating standards.
· Quick learner with a desire to continually improve and upskill.
· Good commercial awareness, including the ability to identify potential risks or issues and escalate appropriately.
· High integrity with strong respect for confidentiality and trust.
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