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Welcome

So, you’ve just landed your first job (or you’re looking 
for your first job) – well done!

It’s an exciting time – and probably the first time that 
you’re starting to regularly earn money. 

This kit is here to help you with the things you need to do 
to start earning money from your first job – and guide you 
to manage that money.

It has practical information about what you will need to do 
before you start working, when you start earning, and as 
you continue working.

In each section you’ll find helpful checklists, tips for 
managing your money, questions you should ask and 
things you should look out for. 

It also has links to other resources to help you learn 
more about making the most of your money.
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Before 
you start 
work

There are four things you should 
do before you start work:

Having these things in place means you can 
get paid by your boss, access and use your 
money, and save for the future.

Get a bank account and debit card

Make sure you have proof of identity

Get a Tax File Number

Choose a superannuation fund
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Get your ID Get a Tax File Number

Get a bank account 
and debit card

Choose a superannuation fund

ID, or identification, helps you prove that you are 
who you say you are. You will need this when you 
apply for a bank account or register for a Tax File 
Number. 

Make sure you have your passport, birth 
certificate or learner driver permit. You may 
also need other types of ID such as a Medicare 
card or a school ID. Your parent or guardian will 
most likely have these. If you do not have your 
birth certificate you can apply for it from the 
government office that registers ‘births, deaths 
and marriages’ in the state or territory where you 
were born.

A Tax File Number (also called a TFN) is a 
special number created and given to you by the 
Australian Taxation Office (ATO) for free. It’s an 
important number used to identify you when 
you pay tax. 

You can sign your TFN application yourself if you 
are at least 13 years old.

Your boss will ask for your TFN when you start 
your job.

To learn more and to apply for a TFN visit the 
‘apply for a TFN’ page on ato.gov.au.

A bank account keeps your money safe and 
gives your boss a place to send your wages. 
You can easily control and keep track of money 
coming in and out of your account. You can also 
pay for things electronically and online using the 
debit card connected to your bank account.

If you don’t have a bank account you will need 
to choose a bank and open a new account. You 
may be able to sign up for a bank account online 
or at a branch. You may also need a parent or 
guardian to help open the account.

For information on things to look for when 
choosing a bank account, visit the ‘getting 
a bank account and debit card’ page on 
Financialcapability.gov.au/teens.

Superannuation (also called ‘super’ for short) 
is money you save for your future. It is the money 
you will live on when you retire. 

A super account is similar to a savings account. 
You open a super account with a company called 
a ‘super fund’, but you generally can’t access 
the money until you’re at least 60 years old. The 
super fund invests your money so that it grows. 

By law, your boss must contribute a percentage 
of what you earn to your super, if you are eligible 
(see next section for eligibility criteria). When you 
start a job, your boss will ask you to fill out a form 
(paper or online) with the details of your super 
fund so they can pay your super.

If you can’t decide on a super account now, don’t 
worry. If you are eligible for super when you start 
working, you will be automatically given a super 
account chosen by your boss. If you don’t like 
this product in the future, it’s easy to switch to 
one that suits you better.  

Take a look at the comparison tool at 
YourSuper.gov.au to help you choose a super 
fund that meets your needs.
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Before you start work – continued

Watch out

Banks and super funds can charge you fees to 
use them. Make sure you check and compare 
fees when choosing a bank and super fund and 
select the one that is right for you.

Some websites help you compare banks and 
super funds. If you use one of these sites, 
remember that companies can pay the search 
provider to show their results first, even if they 
might not be the best bank or super fund 
for you. It’s worth checking a few different 
comparison websites too, as one website is 
unlikely to show every bank or super fund 
available.

Your boss will have what’s called a ‘default’ 
super fund that they recommend that you join. 
If you don’t have an existing super fund and 
don’t make a choice, you will automatically be 
enrolled in this super fund. Consider this super 
fund as part of your research on which super 
fund is best for you, but always remember that 
a boss cannot force you to choose which super 
fund you nominate.

People around you will give you advice about 
which banks and super funds to choose. 
Listen to this advice but remember that when 
managing your money, you need to do what’s 
right for you. Make decisions based on your 
circumstances, your money goals, and your 
values.

Questions 
to ask your family
You can ask your parents or others for help with 
this checklist. These are some questions you 
might like to ask them:

Where can I find a copy of my birth 
certificate? Do you have any other 

documents with my name on it, like a 
passport or a Medicare card?

 

Which bank are you with? 
Why did you choose this bank over others? 

 

What should I look for when 
I choose a bank?

 

What super fund are you with? 
How long have you been with them? 

 

Why did you choose this super fund? 
Do you know how well it’s performing? 

 

What should I look for when choosing 
a superannuation fund?

 

financialcapability.gov.au/teens

5

https://www.financialcapability.gov.au/teens


financialcapability.gov.au/teens

Starting 
work 

There are five things you should do 
(or you will be asked by your boss 
to do) when you start your job:

Nominate your super fund

Give your boss your bank account details

Give your boss your Tax File Number (TFN)

Ask how much you are getting paid and when

Check that your wage meets minimum pay standards
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Nominate your bank account Give your boss your TFN

Nominate your super fund Confirm how much you are 
getting paid

Provide your boss with your bank account 
details so they can easily pay you. 

This includes providing them with the name of 
the bank, name of the account holder, account 
number and Bank State Branch, or BSB, 
number. A BSB is a number that identifies which 
bank the account is with. It’s 6 numbers and 
looks like ‘012-345’.

You will need to fill in a TFN declaration form. 
Your boss should give this to you and if they don’t, 
it’s a good idea to ask. This form helps your boss 
work out how much tax to take from your pay.

If you don’t tell your boss your TFN they have 
to take out more tax from your pay. Make sure 
you only tell your boss your TFN after you start 
working for them.

Your boss should provide you with a 
Superannuation Standard Choice Form. 

This form allows you to give your boss your super 
fund details so they can pay you super if you’re 
eligible. 

If you don’t receive a form, but are eligible to be 
paid super, ask your boss for a form.

To learn more about superannuation visit 
the superannuation page on  
Financialcapability.gov.au/teens.

Are you eligible for super?

Your boss must pay you super if:

• Aged under 18 and you work more
than 30 hours a week

• Aged 18 and older

Even if you are ineligible for super when you 
start a job, you should keep your super fund 
details on file with your boss in case you end 
up working more than you planned.

Different bosses pay different amounts at 
different times. For example, some may pay you 
weekly, fortnightly, or even monthly.

Ask your boss how much you are getting paid, 
when you get paid, and how you’ll get paid  
(for example, will your pay be deposited into your 
nominated bank account?).
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Check your wage meets 
minimum standards

There are legal minimum wages that your boss 
must pay you. The minimum wage that applies 
to you depends on your age, the type of work 
you do and the industry you work in.  

If you are employed as a casual, you are also 
entitled to a ‘casual loading’, which is usually 
25 per cent more than the legal minimum wage 
for your circumstances.

You might also be entitled to extra payments 
and other entitlements, such as penalty rates, 
overtime, or travel allowances, depending on the 
industry you work in. 

Penalty rates means you are paid extra for 
working evenings, weekends, or public holidays. 
This is sometimes called ‘time and a half’ or 
‘double time’.

When you know how much you are being paid, 
visit FairWork.gov.au to check that your pay 
meets, or is higher than, the minimum wage 
you’re entitled to. If you are not getting paid the 
right amount, FairWork.gov.au also has some 
great tips on how to deal with this with your boss.

5 Questions to ask 
your boss
Here are some questions you might want 
to ask your boss about your 
hours and your pay:

How often do I get paid?

 

How do I record the hours that I work? 
Do I need to submit timesheets?

 

What happens if I work longer than 
my scheduled hours?

 

What is my pay rate? 
Are there different rates on weekends 

or evenings?

 

Am I eligible to be paid super?

 

Starting work – continued
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Watch out

If a boss wants to pay you in cash, rather than 
an electronic transfer into your bank account, 
make sure you request and receive a payslip. 
This should show how many hours you have 
worked, your pay rate, how much tax your boss 
has kept from your pay and, where eligible, how 
much super you received (more on this in the 
next section of this kit).

Don’t be tempted by ‘cash in hand jobs’ where 
bosses pay you in cash, but you are not officially 
registered as an employee. Apart from being 
illegal, these jobs generally pay you less than 
the minimum wage and they don’t contribute 
to your super. 

If you need to submit timesheets for your work, 
check the cut-off date with your boss so you 
don’t miss getting paid. Put a reminder in your 
calendar so that you don’t forget.

Be careful of accepting trial periods or other 
offers that promise future work based on 
working for free at the start. You should 
always get paid for work that you do, unless 
you have decided to volunteer your time with a 
registered non-profit or to do work experience or 
internships that can only be done as part of 
a program with your school. 

Starting work – continued
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When you 
start earning 
money

So, you’ve started earning money – yesss! 
Before you think about how you’re going 
to use that money, here’s some things 
you should be doing:

Check that you were paid the right amount

Check that your pay went into your bank account

Check that your super was paid (if you are meant to get super)

Set up a savings plan
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When you start earning money – continued

Getting paid Set up a savings plan

Getting paid for the first time is exciting. But 
before you do anything else, you should make 
sure you’ve been paid correctly.

When you get paid, you’ll get a payslip from  
your boss. This may be a printout, or via an app 
that your boss gives you to access. It’s important 
to check every payslip carefully to make sure all 
details are correct – not just the amount you  
got paid!

Check that all your personal details and your boss’ 
details are correct and then confirm that the 
following are correct:

• The pay period (for example, the last fortnight 
you worked)

• Your pay rate, including any penalty rates  
(for example, higher pay rate for working  
on a Sunday)

• Number of hours that you worked at the rates 
that apply (check this against your timesheet)

• The amount your boss put into your super 
account (if you are meant to get super)

• When your boss paid your super (this should 
be at least once every three months)

• The gross and net payment (that is, the total 
amount you’re paid before tax is taken out,  
and the amount after)

You should also check your bank and super 
accounts regularly to make sure your pay and 
super have been deposited by your boss.

You only have to pay income tax once you start 
earning over a certain amount (called a ‘tax free 
threshold’). There is a system in Australia called 
‘Pay As You Go’ (PAYG). This means that tax is put 
aside every time you get paid and there’s nothing 
for you to do until you do your tax return at tax 
time each year.

For more information and a full list of what 
you should check on each payslip, visit 
Financialcapability.gov.au/teens and search for 
‘Payslips’. 

You can also find more information on paying 
tax by visiting Financialcapability.gov.au/teens 
and searching for ‘Paying tax’.

When you start earning money it can be 
tempting to start spending straight away. But 
your hard-earned money can disappear quickly if 
you’re not careful.

Consider setting a savings plan for things 
that you want to buy (like a phone, car, or a 
computer) and then make a budget. A budget 
helps you decide how much of your regular 
pay you need to spend on things now, and 
how much you want to set aside to save up for 
bigger things.

A budget will also help you if you are working a 
job that is seasonal where you get a lot of work 
during busy periods and only a limited number 
of hours during quiet times. 

For more information on making a budget, 
setting up a money plan or working out how 
long it will take you to reach your savings goal, 
visit Financialcapability.gov.au/teens.

1 42 3
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Watch out

You may have seen stories in the media about 
bosses that have underpaid their workers. 
Regularly checking your payslip, bank account 
and super account will help make sure you are 
paid correctly. This includes being paid at the 
correct hourly rate.

If you are under 21, you may be getting paid on a 
youth wage, which may go up each year on your 
birthday. Remember to check that your rate of 
pay has been adjusted each year.

Scammers might try to get your personal 
information – like your bank account details – 
to access your money or get you to send them 
your money. The people who run scams are 
very clever so you shouldn’t feel embarrassed 
if you get scammed. Check Scamwatch.gov.au 
regularly so you know which scams to look out 
for or to report a scam.

When you start earning money – continued

Questions 
to ask the internet
It is always tempting to Google questions 
about your pay and your finances but always 
consider whether you can really trust 
the information you receive online. Use 
the following questions as a guide to test 
information you may receive online:

Is it an Australian website? 
Employment conditions, pay rates and 
taxes are different in each country, and 

can vary by state and territory. Check that 
the information is relevant to where you 

are located.

 

Is it trying to sell me something? 
A lot of information related to finances 
online can be geared towards trying to 

sell you something. Stick with information 
from government websites (those that end 

in .gov.au) or from reputable non-profit 
organisations. 

 

Is it asking for my details? 
Do not provide your personal details 

online. Refer your questions to someone 
you trust instead or check out our 
suggested websites at the end of 

this guide. 
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More information and support

As well as this kit, there are lots of websites 
and resources to help you learn more about 
managing your money (these are listed below).

You can share and discuss them with your 
parents and friends for support.

Money Managed

Created by the Australian Government, this website 
is your go-to resource for more information about all 
the topics in this kit.

Visit Financialcapability.gov.au/teens.

Moneysmart 

Also created by the Australian Government, this 
website helps people of all ages manage their money. 

As you gain experience managing money, you can 
visit this website to learn more about financial topics 
like budgeting, credit and debt, investment, and 
insurance.

Visit Moneysmart.gov.au.  

Australian Taxation Office (ATO)

The ATO website is your central resource to learn 
about how to lodge your tax return each year.

It also contains detailed information about 
superannuation so you can stay on top of your 
retirement savings.

Visit ato.gov.au.

Fair Work Ombudsman

The Fair Work Ombudsman explains what your rights 
are, including the correct pay for your age and the job 
you are doing. 

Visit FairWork.gov.au.

Scamwatch

The Australian Government website Scamwatch has a 
list of all the ways that scammers try to steal from you 
and what to do if it happens. 

Visit Scamwatch.gov.au.

Your Future, Your Super

This Australian Government website helps you 
compare the performance of different super fund 
products so you can choose the best fund for you.

It will also provide you with guidance on how to 
change your super fund if required.

Visit YourSuper.gov.au.
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