JOB  DESCRIPTION
NAME                                      : LORETTA  ROBINSON
POSITION  DESCRIPTION :  H R ADMINISTRATOR
JOB  TITLE                             :  H R ADMINISTRATOR  

DEPARTMENT                       :  FINANCE  

UPDATED                                :  2013/11/21 

PURPOSE  OF  POSITION:
To project a professional image of the company by leasing with members of the public and staff.

KEY  PERFORMANCE  AREASE
· Produce a monthly payroll.

· Salary Journals

· Month end Reconciliation’s.

· Liaison with Employees and Managers on salary related issues.

· Full function relating to salary month end returns, reconciliations and payments thereof.

· Be pro-active on all statutory/legislated issues relating to salaries, i.e., PAYE

UIF, etc
· Employee  Contract’s and  Written  Warning

· Authority to sign Company Cheques.

· Employment Contracts
DUTIES  AND  RESPONSIBILITIES

· Produce a monthly payroll.

Receive input (commissions, leave forms, adjustments on employees pay information) from managers and employees.

Check that the relevant Managers sign all input

Resolve all payroll-related queries with Managers and employees.

Processing received input onto payroll.

Print payroll and do final on processed input (commissions, leave forms, adjustments on employees pay information), print reports.

Resolve Employees queries regarding pay slips and benefits.

Maintain personnel records

· Salary Journal

Produces monthly salary journal and process on Pastell Accounting System.

Allocates expenses and deduction.

· Month end reconciliations and payments thereof.

Reconciliations on the following accounts: UIF, PAYE, Medical Aid, Pension, Salary Control Account, Salary Bank Account, Union Fees, Skills Levies, 

Payments of the following : UIF, PAYE, Medical Aid, Pension, Union Fees, Skills Levies.

· Liaises with employees and managers on salary related issues.

Liaises with the employees and managers on salary-related issues and queries.

· Full functions relating to salary month end return reconciliations and payments thereof.

Reconcile benefit payment advices – new entrants, withdrawals and all other changes to the payrolls from the completed journal at month end.

· Be pro-active on all statutory/ legislated issues relating to salaries, ie paye, uif, etc.

Ensure that all necessary changes are implemented relating to statutory legislation that affects salaries, ie, PAYE, UIF, SDL etc.

Liaises with the payroll support company and relevant Government Authorities.

·    Produce a monthly payroll.

Receive input (commissions, leave forms, adjustments on employees pay information) from managers and employees.

Check that the relevant Managers sign all input

Resolve all payroll-related queries with Managers and employees.

Processing received input onto payroll.

Print payroll and do final on processed input (commissions, leave forms, adjustments on employees pay information), print reports.

Resolve Employees queries regarding pay slips and benefits.

Maintain personnel records

· Salary Journal

Produces monthly salary journal and process on Pastell Accounting System.

Allocates expenses and deduction.

· Month end reconciliations and payments thereof.

Reconciliations on the following accounts: UIF, PAYE, Medical Aid, Pension, Salary Control Account, Salary Bank Account, Union Fees, Skills Levies, 

Payments of the following : UIF, PAYE, Medical Aid, Pension, Union Fees, Skills Levies.

· Liaises with employees and managers on salary related issues.

Liaises with the employees and managers on salary-related issues and queries.

· Full functions relating to salary month end return reconciliations and payments thereof.

Reconcile benefit payment advices – new entrants, withdrawals and all other changes to the payrolls from the completed journal at month end.

· Be pro-active on all statutory/ legislated issues relating to salaries, ie paye, uif, etc.

Ensure that all necessary changes are implemented relating to statutory legislation that affects salaries, ie, PAYE, UIF, SDL etc.

Liaises with the payroll support company and relevant Government Authorities.

· Do  Employment  Contract’s  for  New  Employee’s.
AUTHORITY
            Accepting  full  responsibility  for  all  duties  and  key  performance  areas

           OTHER  ASSIGNMENTS

          To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the                  
           Managing  Director.
         The  above  Job  Description  was  read, understood  and  accepted  by  the Employee.
         _______________________                                         ___________________________
          EMPLOYEE                                                                DATE

         __________________________                                       __________________________
          DEPARTMENT  MANAGER                                       DATE
         __________________________                                         ___________________________
         L L  ROBINSON                                                               DATE
         HR  ADMINISTRATOR 
