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Innerworks Business Solutions is an administration business that is here 
to help support your business in every way possible! While helping 
organise your online presence with storing, sorting, organising, document 
creation and helping build your business with online structuring.

Innerworks is here to help take the time-consuming tasks away from your 
to-do-list and onto ours, so the work gets done and you are not stressed 
about having too many things to do while running your business.

Our Mission is to 
help businesses 

grow, take the 
stress away from 
business owners 

and managers and 
help organise the 
administration of 

your business.
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Whether you want one person or an entire project 
team, and whether your needs are short-term or 
full-time, we match you to skilled professionals 
in all areas including finance, accounting, 
technology and administrative fields.

Innerworks has over 50 years of combined experience 
with some team members having the certifications and 
awards to recruit for high value Government Agencies.

Results matter and so does your time, so let us 
help you build the productive, engaged workforce 
that will keep your company moving forward.

From simply 
creating your job 
ad requirements to 
conducting your first 
round interviews.

Perfect for the job!

YES!

Recruitment
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Let us take the 
worry out of your 
bookkeeping and 
accounting.
We are committed to helping our clients achieve their 
personal and business goals and free up their valuable 
time to get on with running their business. We offer 
a full range of accounting and bookkeeping services 
for individuals and businesses and provide a tailored 
service to meet your needs at any stage of your 
personal or business life cycle.

Whether you’re a new business owner or have been 
in business for years we offer a range of business 
accounting and bookkeeping services to help your 
business grow or mature, all depending on your 
business goals.

Our services include:
• Creating and managing your invoicing;
• Xero reconcilitation;
• Monthly, Quarterly & Annual BAS;
• Managing your Employee Super contributions  

and PAYG.

We can help with:
• giving a clear picture of expenses due;
• clean and up-to-date chart of accounts making 

your Profit & Loss statements clearer;
• monitoring your cashflow.

Accounting
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Administration

Allowing you to focus 
on what you love doing.

Whatever you need in regard to your administration 
and genenral day-to-day operations within your 
business, our team can help. At Innerworks 
Business Solutions we have tailored administration 
services to match your unique business.

You’ll have your own way of doing things, and 
there may be some aspects of administration 
you may have come to love doing and want 
to keep doing it... and that’s fine too.

One thing we have learnt, is that every business 
is different. Having a specialist team we can tailor 
how we assist you, to perfectly match your needs.

Working with small to medium businesses, 
consultants, and entrepreneurs, we’re here to help you 
with all the administration chores you don’t enjoy.

The following are our most popular services. 
If there’s something you’d like help with 
that’s not listed here, please ask.

• Email Management
• Document Filing
• New Client Set-up
• Data Entry & Formatting
• Correspondence, mail merge, mail outs and labels
• CRM maintenance
• Document templates
• Form Creation
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HR & Payroll

Managed payroll 
services for assured 
compliance.

Take the stress out of complex EBA and Award  
interpretations and meet your STP reporting and 
superannuation requirements with total assurance.

Innerwork Business Solutions can take care of 
all payroll processes for you, so you and your 
staff can focus on the bigger picture. Get peace 
of mind knowing that your payroll is managed 
on a weekly, fortnightly or monthly basis.

Our team will implement the software and 
manage your end to end payroll in addition to 
providing dedicated support thus achieving 
compliance and saving you time and money.

We can help with:
• Single Touch Payroll;
• Employment Contracts;
• Automated Superannuation;
• Drafting General Policies.
 
Additionally, our team of HR experts have a 
strong record of success in helping businesses.

Our focus is to develop sustainable relationships 
with our clients to drive HR outcomes that will 
significantly enhance your business as well as 
ensuring your HR processes are compliant.
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Online Business Hub

Transform your business 
with an online hub.

Digitally transform your business and 
fundamentally change how you operate 
and deliver value to customers.

Innerworks Business Solutions help you shed 
outdated processes and enable innovation.

Let us help you create an online platform 
where all folders are created and 
information is stored safely online.

The folders we will create include:
• Employee online files  

(current and expired up to 7 years);
• Employee shortlist – name, phone, 

email, emergency details;
• Contact, award and pay rate –  

this helps ease navigating for 
the information online;

• Client and Supplier Folders;
• Daily Operations Tools;
• Business Logos;
• Safety, HR and all-important documents.

A ONE-OFF SET-UP FEE OF $500 (EX. GST)
Alternatively, take a look at our subscription options!



15I N N E R W O R K S  S E R V I C E S  G U I D E

Occupational Health & Safety

Cover your back 
the smart way with 
Innerworks Business 
Solutions.
The fact is safety regulations on-site really do 
matter. It is important your business focuses on 
prioritising Occupational Health and Safety in 
order to address Australian legislation and the 
Occupational Health and Safety Act, as well 
as creating a safe working environment.

It all starts with knowing the risks and having a 
system to manage those risks - which is where 
Innerworks Business Solutions comes in.

We can help with:
• Monthly and weekly options to ensure 

your office and workplace safety standards 
are adhered to and maintained;

• Storing all relevant information, policies and 
procedures online for easy accessibilty;

• We can also review and assess 
your workplace if required.
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Corporate Compliance

Enforcing compliance 
helps your company 
prevent and detect 
violations of rules
The definition of compliance is “the action of 
complying with a command,” or “the state of 
meeting rules or standards.” In the corporate 
world, it’s defined as the process of making sure 
your company and employees follow all laws, 
regulations, standards, and ethical practices 
that apply to your organisation and industry.

Corporate compliance covers both internal policies 
and procedures, as well as federal and state laws. 
Corporate compliance should be an essential part 
of your business operations, regardless of industry. 

The compliance process should be ongoing. Many 
organisations establish a program to consistently and 
accurately govern their compliance policies over time. 
Corporate compliance violations can result in fines, 
penalties, lawsuits, loss of reputation, and more. 

Contact our team of professionals at Innerworks 
Business Solutions and we will help you 
and your business develop a plan. 
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Business Development

Enforcing compliance 
helps your company 
prevent and detect 
violations of rules.
Innerworks Business Solutions can help 
with the process of identifying and creating 
opportunities for sustainable business growth. 
These business and development strategies 
cultivate relationships between companies 
and their customers, partners and markets.

Our industry specialists may be able to help you with:
• A plan for administration procedures 

and management.
• Recruitment and Recruitment Management.
• Sales and Sales Management
• Hospitality Operations
• Stock Ordering and Streamlining
• Converting your analytical and statistical 

business data into visual stats and graphs.

We also offer consulting services in the 
following areas, but not limited to:
• Medical and General Practice 
• Medical Accreditation along with all operations 
• Trades 
• Hospitality 
• All administration and office services.

Enquire today for a FREE  
Business Assessment and Quote!
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Packages & Subscriptions

SUBSCRIPTIONS ADD ON EXTRASPACKAGES

Email Monitoring, 
Cleaning and Organising

• Domain & Email 
Creation - go from 
iwbsolutions@gmail.
com to admin@
iwbsolutions.com.au

• Custom Email 
Templates Designed 
& Created;

• Professionally 
Designed Email 
Signatures; and

• Season Email 
Signature Updates – 
Christmas, New Year 
and more.

Subject to 250+ emails 
per week. Additional fees 
and charges may apply 
depending on the amount of 
emails needing organising.

Bronze Pack

• Employee Contracts 
Created and correct 
award details 
assigned;

• Employee contracts 
online and ensured 
all parties signed for 
legal compliance;

• Online Employee 
packs with Contracts - 
TFN, Super, Employee 
Handbook, Fair Work 
Statement(s), OH&S 
Information;

• Employee files and 
details organised 
online;

• Weekly payroll for 
all employees - 
includes Xero set-up, 
super created and 
Bank Account Feed 
integrations; and 
Super Updates and 
Breakdowns.

Gold Pack

Everything in  
Bronze Pack, plus:

• Contract 
Amendments, 
Commission and KPI 
structuring and any 
relevant supporting 
documentation;

• Trello Board created 
and maintained for 
ease of company 
breakdown, such 
as invoices due 
and owed as well 
as new employees 
and business 
management;

• Xero Reconciliation;

• 1 Monitored Email 
Address; and 
Online Business 
Hub Maintenance.

This also includes all of 
the Online Business Hub 
features constantly getting 
created and managed.

Platinum Pack

Everything in  
Gold Pack, plus:

• Additional Monitored 
Email - 2 in total;

• All Invoicing & 
Reconciliation;

• Continuous Document 
building and creation 
online and templates 
at no additional cost;

• Google & Office 365 
calender created and 
updated for your 
business needs;

• Company 
Profiles created 
by our Graphic 
Designers; and

• Online Hub 
Maintenance 
and Business 
Development 
regarding all 
Administration needs

IF YOU CHOOSE THE GOLD OR PLATINUM PACKAGE,  
RECEIVE YOUR ONLINE HUB BUILT FOR FREE

Innerworks Business 
Solutions have easy 
subscription options that 
can help your business 
create streamlined 
processes and relieve 
stress, not just once, 
but every week. 

We are here to help 
build and support 
your business needs.

All subscriptions can 
be customised within 
your budget and 
business needs.
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Recruitment & Ad Packages

RECRUITMENT PACKAGES OTHER SERVICE AREAS

ADVERT PACKAGES 

Option 1

• Single Ad Platform 
Placement

• Phone Interviews

• Applicant & Resume 
Screening

• 5 Interviews Booked

Sales Training
Would you like an 
experienced Sales 
Business Development 
Manager to come 
and help with sales 
ideas and training?
Innerworks has formed 
strong partnerships 
with some amazing 
sales business owners 
who can consult for 
your business, either on 
premises or remotely.
Ask for a quote today!

Tele Communication 
& F2F Sales
Are you looking for 
experienced teams of 
sales professionals who 
can help with either 
Telecommunications or 
Face to Face selling?
Enquire today for 
more information.

Corporate Gifts
Would you like the 
hassel taken away for 
your corporate gifts? We 
can help arrange this for 
you. Just give us some 
details and a budget and 
we can take the stress of 
corporate gift giving.

Shopping Centre 
Bookings & Reports
Have you ever wondered 
about entering a 
shopping centre to get 
some business exposure? 
We can help organise 
your bookings and centre 
displays to get you set 
up and generating new 
leads and clients.
Starting from as little as 
$60 per report we can 
also provide you with 
Mystery Shopper Reports 
from across Australasia in 
any kind of workplace.

Graphic Design
From Business Cards 
to corporate brochures 
and elegant proposals, 
our dedicated team 
has you covered.
Includes Business Cards, 
Brochures, Proposals, 
Letterheads, Logos, 
Branding Packs and 
so much more. 
Pricing may vary.

IT & Digital Services
From website 
construction starting from 
as little as $250+GST, our 
team will help bring your 
business into the digital 
age. Innerworks can 
also help your business 
with Digital Marketing 
& Advertising needs as 
well as Lead generation.

Marketing
Do you need help with 
marketing? 
We can help with your 
marketing plan, social 
media, websites, daily 
marketing tips along with 
connecting you to the 
right people.

Package 1

1 Platform Application:

• Indeed 

Option 2

• 6 Ad Platform 
Placements

• Phone Interviews

• Applicant & Resume 
Screening

• 10 Interviews Booked

Package 2

6 Platform Applications:

• Indeed 

• Blue Horizon

• Innerworks 
Job Boards

• LinkedIn

• Facebook

• Instagram

Option 3

• 11 Ad Platform 
Placements

• Phone Interviews

• Applicant & Resume 
Screening

• 15 Interviews Booked

Package 3

11 Platform Applications:

• Seek

• Indeed 

• Adzuna

• Jobmas

• Facebook

• Blue Horizon

• Working Holiday Jobs

• Careers One

• Instagram

ADD-ON COMPANY PROFILES
Compay Logo  /  Company Details  /  About the Company  /  Reviews  /  Salaries  /  Social 
Media  /  Company Website(s)  /  Current Job Openings  /  Frequently Asked Questions



PHONE  
Sydney 02 4038 1611 
Perth 08 6145 1823

118 Darby Street, Cooks Hill NSW 2300

admin@iwbsolutions.com.au

www.iwbsolutions.com.au


