	Job Description and Specifications

	Position Title
	Payroll Specialist
	Position Grade
	

	Department
	HR
	Location
	Brentwood Park

	Reports to
	GM: Human Capital
	Direct Reports
	None

	Internal Relations
	All Business Units
	External Relations
	3rd Party Service Providers, SMSA 

	Job Code
	PSP
	


	Basic Function
	The Payroll Specialist will be required to manage the end to end payroll and payroll related accounting function for all employees on the VIP Premier Payroll system for all entities within the group. Ensuring that all payroll payments and approvals are made inline with the company policies, processes, and procedures. In addition, will be responsible for the management of the employee records including leave managements and National Bargaining Council for the Road Freight and Logistics Industry (NBCRFLI) Main Collective Agreement processing.


	Key Responsibilities 

	Core
	1. HR General

1.1. Ensure the HRIS is maintained with a logical and efficient dataset.
1.2. Continuously manage projects and change initiatives in the organisation at various occupational levels and conformance are adhered to and submitted timeously with accurate data.
1.3. Build and maintain working relationships between Human Resources and all internal stakeholders.
1.4. Monitor employee progress and stay abreast on company climate and culture, ensuring it stays positive and productive.
1.5. Oversee HR learners, ensuring they are assigned and carry out proper tasks.
1.6. Ensure employee records are maintained with relevant and update to date information.
1.7. Ensure policies are applied consistently and fairly across the company.
1.8. Coordinate terminations and ensure the necessary paperwork is received and submitted to the human capital department timeously.
1.9. Smooth handover of IOD documentation and reporting.

2. Payroll
2.1. Full VIP Premier payroll function of monthly staff.
2.2. To process new employees, staff movements and terminations on the payroll system.
2.3. To verify the payroll documentation received and to process payroll data accurately within specified deadlines.
2.4. To assist with the monthly payroll reconciliation and submit reports timeously to avoid incorrect payments.
2.5. To prepare the payroll, within agreed timeframes, for submission to Finance.
2.6. To process and submit all statutory and 3rd party returns and payments by required deadlines.
2.7. To liaise with relevant departments and stakeholders to support internal processes and ensure queries are resolved timeously.
2.8. To support management with reports to assist in identifying trends and to monitor payroll costs.
2.9. Issuing certificate of service to all terminated employees.

2.10. Liaise with and assist the auditors for payroll-related queries.

2.11. Resolve employee queries.

2.12. All ad hoc administration functions.

2.13. Managing all HR Employee information on the HR System.
2.14. Controlling of Leave records and balances.
2.15. Ensuring Employee files are maintained and up to date.
2.16. Appointment letters, Promotion letters and Increase letters.
2.17. Processing UIF Forms for Terminations and Maternity Leave.
2.18. Providing accurate data for input to EE Reporting.
2.19. Maintain the personal records of employees on matters such as disciplinaries and training and prepare associated management reports.
2.20. Ensure the data in the payroll system is correctly updated for the preparation of the annual Employment Equity report and Skills Development Report.
2.21. Distribute payslips to employees.
3. GENERAL: DAILY/ WEEKLY AND MONTHLY TASKS
3.1. Manage your email requests to ensure that emails are actioned by the close of each day.

3.2. Diary management and scheduling of timeslots in required diaries.

3.3. Weekly and Monthly sessions with Mandy Kendall.
3.4. Monthly reporting on Training and HR General to management team.
3.5. Keeping a clear record of all administration.
3.6. Responsibility of the IOD process and claims administration.

3.7. Assist HR Learners with administration i.e., File audits etc.

	EHS
	1. Ensure that Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety, Namlog policies and procedure.
2. Identify and be aware of potential risks that may affect normal operations.
3. Adhere to PPE requirements within the organisation.


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Matric
2. Bachelors’ Degree/ Diploma in HR or related field 
3. Valid drivers’ license and own reliable vehicle


	Experience 

	*Note: Industry Experience wherever its applicable
1. At least 5 years’ experience in a payroll function.
2. Experience in the Road Freight and Logistics industry is an added advantage.
3. Proven experience in managing a payroll with at least 400 employees.
4. Suitable applicants must have experience with Road Freight Bargaining Council (NBCRFLI).
5. Good knowledge of the BCEA, LRA, EE, Health and Safety and Skills Development acts and an understanding of the legalities of these acts in the workplace.
6. Highly computer literate in Microsoft Suite (especially Excel), SAGE Premier, ESS and various HR software programs.



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Change Leadership 

· Planning & Organizing

· Decision Making

· Analytical Thinking

· Teamwork 

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge
· System Knowledge (VIP Premier, ESS, SARS e-Filing, e@syfile)
· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Dangerous Goods Knowledge

· Internal Audit Compliance Knowledge




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting
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I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.
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	Date:
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