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APPENDIX ONE:
Position Description


	Position title:
	Payroll Implementation Specialist 

	Location:
	Tauranga

	PEOPLE LEADER:
	Head of Remuneration and Benefits

	tEAm:
	People & Performance




At Craigs (CIP) we are focused on helping our clients to achieve their financial goals and grow their wealth. We believe that where a client's financial future is concerned, our people are fundamental to achieving this. Our collective skills, knowledge and commitment means that we can provide the best possible outcomes for our clients. 
The Payroll Implementation Specialist is responsible for leading and supporting the successful delivery of our payroll system implementation, additional modules, and process enhancements. This role will ensure our payroll solution is accurately configured, tested, documented, and embedded, enabling efficient, compliant, and high‑quality payroll operations.
The role acts as the bridge between payroll operations, technology teams, vendors, and business stakeholders, ensuring that system changes meet operational needs, legislative requirements, and best‑practice payroll standards.
WHAT I DO
· SYSTEM IMPLEMENTATION AND CONFIGURATION 
· Lead the payroll system implementation through to go-live and after care.
· Lead the scoping, configuration, testing and go-live of additional module deployments, following go-live of the core payroll system.
· Undertake testing and configuration of payroll rules, workflows, entitlements, and system settings as necessary.
· Partner with vendors to ensure system design aligns with organisational requirements.
· Maintain system documentation, configuration logs, and change records.
· TESTING & QUALITY ASSURANCE
· Develop test plans, scripts, and acceptance criteria for new features or changes.
· Conduct rigorous testing (unit, integration, regression, UAT) to validate accuracy and compliance.
· Identify, track, and resolve defects or configuration issues prior to go‑live.
· Ensure payroll outputs meet legislative standards (tax, leave, ACC, KiwiSaver, Holidays Act, etc.).
· STAKEHOLDER & PROJECT COORDINATION
· Work with project managers the project team to track timelines, dependencies, and deliverables.
· Collaborate with P&P, Finance, and Digital teams to ensure seamless integration into the business.
· Facilitate vendor meetings, workshops, and implementation briefs as required.
· Provide clear and timely communication regarding changes, risks, and impacts.
· PAYROLL PROCESS IMPROVEMENT
· Assist with documenting the new payroll process in the new system, having analysed current payroll processes and identify opportunities to improve efficiency, accuracy, and compliance.
· Implement system enhancements, automation opportunities, and improved workflows.
· Contribute to continuous improvement initiatives and ensure best practice processes are embedded.
· TRAINING & CHANGE MANAGEMENT
· Support the creation and/or review of training materials, guides, and documentation for payroll and wider users (i.e. employees and People Leaders).
· Provide one‑on‑one support to our Payroll and wider P&P team.
· Support smooth change adoption through clear communication and transition planning.
· COMPLIANCE & RISK MANAGEMENT
· Ensure payroll system configuration aligns with NZ employment legislation, taxation rules, and Holidays Act requirements.
· Assist with audits and provide documentation or reporting as required.
· Maintain data privacy, security protocols, and high standards of governance.
NZX RULES REFERENCED WITH LEGISLATION AND POLICY
The NZX Participant Rules can be found electronically at the following address -  
https://www.nzx.com/regulation/nzx-rules-guidance/participant-guidance
CIP policies can be found on the Staff Intranet.
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At Craigs, we pride ourselves on creating an environment where our people feel they belong and can bring their best self to work and feel valued. We grow as a team and with our clients and are always looking to support our communities – both internal and external. Our values build the foundation of how we work and how we provide great outcomes for our people and our clients.
I demonstrate the Craigs’ values every day and encourage, support and enable my colleagues to do too.
what i bring 
Qualifications and Experience:
· A tertiary qualification in a relevant discipline (HR or Accounting) is preferred, or relevant experience.
· Strong experience with a minimum of 7-10 years of processing payrolls, payroll management and/or payroll system implementations and enhancements with both salaried and/or commission or payrolls.
· Demonstrated experience across payroll systems (e.g., iPayroll, Chris21, PayGlobal, Datacom, MYOB, or similar).
· Proven experience in payroll system implementation, configuration, or optimisation.
· Excellent understanding of NZ payroll legislation and Holidays Act compliance.
· Strong analytical and problem-solving skills.
· High attention to detail and commitment to accuracy.
· Ability to translate operational requirements into technical specifications.
· Strong communication and stakeholder engagement skills.
· Intermediate to Advanced Excel skills.
Skills and Attributes: 
· Excellent time management and organizational capabilities. 
· Attention to detail and pride in accuracy. 
· High level of precision and focus on details. 
· Strong written and verbal communication skills. 
· Proactive and capable of demonstrating initiative. 
· Intermediate proficiency in Microsoft Office, particularly Microsoft Excel 
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