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Payroll Administrator Position
Preferred Skills and Abilities
· Planning and organising/administration skills 

· Numerical /computer literacy 

· Analytical skills 

· Team player 

· High attention to detail 

· Able to work under pressure 

Key Performance Areas
· To collect all information and documentation necessary to complete monthly payroll on the Pastel Payroll system 

· To ensure strict compliance to HR & Payroll dates and deadlines 

· Collecting and checking Timesheets 

· Ensure that all new employees have the necessary engagement and contract documentation all authorised by the applicable person. 
· Printing and distribution of payslips, IRP5 and other HR related documents

· To assist with general administration functions

Job Requirements

· Matric

· HR Qualification an advantage

· Computer literate is essential

· Min 1 year previous work exp in fast paced office
