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What to expect

HR Administrator interviews focus on accuracy, confidentiality and how you handle competing
deadlines. Employers want to see that you understand the systems side of the job as well as the people
side, because the same person often sets up a contract in the morning and answers a distressed pay
query in the afternoon.

* Process: Questions that ask you to walk through how you do a routine task, such as onboarding, a
pay run or a records audit. Interviewers are checking that you have a repeatable method rather than
an improvised one.

» Behavioural: Questions that ask for a real example from your past work, usually about an error you
found, a deadline you protected or a confidential matter you handled.

» Scenario: A short situation is described and you are asked what you would do. These test
judgement, prioritisation and how early you escalate.

» Compliance and technical: Questions about Awards, the National Employment Standards, privacy
obligations and payroll systems. You need working knowledge, not legal expertise.

* Client facing: Questions about dealing with staff and managers who are frustrated, confused or
chasing you for something. Tone and follow through matter as much as the answer.

Most processes run in two stages. The first is a phone or video screen with a recruiter or HR manager
covering your experience, systems you have used and availability. The second is a longer interview with
the HR lead, often alongside a payroll or operations manager. Some employers include a short practical
task, such as checking a set of timesheets, drafting part of a contract or working through an Excel
reconciliation. Reference checks and a police check usually follow a verbal offer.

1. Walk me through how you onboard a new employee, from offer acceptance
to their first pay.

Why they ask

This is the core workflow of the role and interviewers use it to see whether you understand where errors
creep in, particularly between the contract, the HRIS and the payroll system.

How to structure your answer
Use a chronological walk-through. Start before day one, name the documents and systems involved,
flag the checkpoints where you verify data, and finish with what you file and who you notify.

Example answer

“It starts before day one. Once the offer is accepted | check that the signed contract has come back,
confirm right to work documents and their tax and super choices, and set the person up in the HRIS
with their position, pay rate and cost centre. | add them to the onboarding checklist so their manager
knows what to prepare, and | book any inductions or mandatory training. Before the first pay run
closes | reconcile the new starter against the payroll report to confirm their details have flowed
through correctly, because that is where most setup errors show up. Then | save the signed
documents to their personnel file and send the manager a short confirmation that everything is
complete.”

2. Tell me about a time you found an error in payroll or in an employee's
records.
Why they ask



Accuracy is the whole job. Employers want to know you notice problems, fix them properly and stop
them recurring rather than just patching the one record.

How to structure your answer
Use STAR. Set the situation briefly, explain what you were responsible for, describe the investigation
and correction step by step, then state the outcome and what changed afterwards.

Example answer

“A staff member queried their leave balance because it looked lower than they expected. | pulled their
record and found that a period of parental leave had been processed as ordinary leave, which had
drawn down the wrong balance and affected their accruals. | checked the original application and
approval email, confirmed the correct treatment with the payroll officer, and corrected the record.
Then | went back through everyone who had taken that same leave type over the previous year and
found two more records with the same issue. | fixed all three, wrote a short note for the team on how
to code that leave, and added a check to the fortnightly payroll reconciliation. The balances were right
before the next pay run and we have not had the same query since.”

3. You have three managers chasing contracts and the pay run closes this
afternoon. How do you handle it?

Why they ask

The role constantly trades off urgent payroll work against requests from the business. This question
tests whether you can rank work by consequence instead of by who asked loudest.

How to structure your answer

Work through it as a judgement under pressure answer. Rank by consequence and deadline,
communicate a realistic time to each person, protect the immovable deadline, and say when and how
you escalate.

Example answer

“First | work out what genuinely has a deadline today. The pay run has a hard close, so anything
affecting someone's pay goes first, and if | thought | might not make it | would tell the payroll officer
straight away rather than hoping. Then | look at the three contracts and rank them by start date. The
person starting on Monday needs one today, the person starting next month does not. | reply to each
manager with a realistic time so nobody is guessing, even if the answer is tomorrow morning. If the
volume is genuinely more than | can get through, | ask my manager which item can move and
whether someone else can take one of the contracts. | would rather flag it early than hand over
something unchecked.”

4. How do you keep employee data accurate and confidential?

Why they ask

HR Administrators hold sensitive personal information and are often the weakest link in a privacy
incident. Employers need to hear practical controls, not a promise to be careful.

How to structure your answer
Group your answer into access, handling and escalation. Describe how access is restricted, how
records are stored and shared, and what you do if something goes wrong.

Example answer

“I treat employee data as need to know. In practice that means role based access in the HRIS so
managers only see their own team, password and multi factor requirements, and a rule that personnel
files are never emailed outside the organisation without approval. | keep records in the system rather
than on spreadsheets where | can, and if | do use a spreadsheet it sits in a controlled folder rather
than on a desktop. When someone calls about pay or leave, | verify who | am speaking to before |
discuss anything, and | would not confirm whether a person works here to an outside caller. | follow
the Australian Privacy Principles for collection, storage and retention, and | check the retention



schedule before destroying anything. If a privacy incident happens, | log it immediately and escalate
to the HR manager rather than trying to sort it out quietly.”

5. An employee calls you upset because their pay looks short. What do you
do?

Why they ask

This is a daily occurrence in the role and interviewers are listening for empathy, verification and follow
through, in that order.

How to structure your answer
Use a client-facing structure: acknowledge, verify and investigate, explain or escalate, then commit to a
follow up time and honour it.

Example answer

“I would take the call calmly and let them finish before | say anything. | would confirm who | am
speaking with, pull up their record and ask which pay period they mean. Then | check the obvious
causes first: timesheets submitted late, approved leave, a change to their pay rate, or a deduction. If |
can see the answer on the spot | explain it clearly and confirm what happens next. If it needs the
payroll officer or an advisor, I tell them | am escalating it, who is looking at it and when they will hear
back, and | follow up even if there is no answer yet. If we got it wrong, | say so plainly, arrange the
correction and note what caused it so it does not repeat for anyone else.”

6. How do you keep up with changes to Awards, the National Employment
Standards and payroll obligations?

Why they ask

Compliance underpins the role and employers want someone who monitors changes rather than waiting
to be told about them.

How to structure your answer
Answer with sources, cadence and application. Name where you get information, how regularly you
check it, and how you turn a change into action in the systems.

Example answer

“l use a few sources on a regular basis. | check the Fair Work Ombudsman site and subscribe to its
updates for changes to the National Employment Standards and Award rates, and | read the pay
guide for whichever Awards apply to our workforce. | also get alerts through the payroll system
provider, which flags legislative changes to Single Touch Payroll and superannuation. Once a change
is confirmed, | work out what it means for us: who it affects, what has to change in the HRIS, and
whether contracts or policies need updating. Then | brief my manager and the payroll officer. | keep a
simple calendar of the annual items, like Award rate increases and superannuation changes, so
nothing arrives as a surprise.”



