Melbourne International Comedy Festival Ltd


Position Title:  Payroll/AP Officer
Organisational Environment

The Melbourne International Comedy Festival is a major annual festival attended by more than 600,000 people making it one of the biggest comedy festivals in the world. The complex business operates throughout the year, is one of Melbourne’s major cultural events with development and education programs running nationally. 

The Comedy Festival aims to provide a supportive environment for new as well as established Australian and overseas comic artists and comprises a unique and high profile annual program of theatrical shows, cabaret performances, visual art exhibitions, film screenings and stand-up events presented in a wide variety of indoor and outdoor venues.

The Festival values and encourages inventiveness, diligence and respect for all. Comedy Festival staff contributes as a team to the production of the festival and have the opportunity for input in a variety of areas. An ability to communicate effectively and collaborate in a way that enables efficient and professional delivery of all aspects of the Festival's operations is essential. 

The Melbourne International Comedy Festival is an equal opportunity employer.

Role Description

The primary responsibility of this role is to manage payroll process of all casual employees. The role will provide accounts payable support to the Finance Manager in order to ensure the efficient handling of reporting and accounting matters for the Comedy Festival. This includes, but is not limited to, the following:

Key accountabilities:
· Processing weekly casual payroll for around 230 staff during festival period
· Understanding of industry awards
· Process employment documentation including employee information forms, superannuation and workcover details, and tax file declarations
· Answering any payroll related queries – liaise with internal staff
· Accounts payable and accounts receivable tasks 
· General ledger and reconciliations
· General admin duties
The ideal candidate will have:
· Competency in a similar full function payroll position
· MYOB software experience desirable
· Exceptional and confident communication skills
· Ability to work to a deadline with close attention to detail
· Ability to work under pressure
· An outgoing personality and a sense of humour!
What's on offer
· Supportive and friendly team environment
· Great Company culture where your work is recognised
Role Description – Payroll/AP Officer

Initial: _______


