JOB TITLE: PAYROLL ADMINISTRATOR: BACK OFFICE
DEPARTMENT: PAYROLL 
DIVISION: GROUP FINANCE

SCALE CODE: 403
POSITION ID: 60001095
REPORT LINE: MANAGER PAYROLL
MAIN PURPOSE OF POSITION
To perform the day to day payroll administration, thereby ensuring smooth and efficient running of the salary payroll, according to defined policies and procedures to meet the SABC’s payroll requirements.
KEY ACCOUNTABILITIES
· Accurate capturing of all payroll related inputs.

· Provide best customer service to all stakeholders on all payroll related matters.

· Regularly communicate status of work to the Payroll Accountant.

· Complete tasks within assigned payroll time frames.

· Process payroll amendments for corrections of salaries and allowances after payroll have been processed.

· Check monthly test payrolls to verify data input processed for the payroll and the taxation of salaries and Fringe Benefits.

· Management of reports received from ACB/Banks for salaries or bonds which were returned unpaid. 

· Effective filing of source documents for ease of reference and auditing purposes.

· Assist with medical aid forms for completeness and correctness before sending to Medscheme.

· Capture all new appointments, terminations of employment  and changes/updates on SAP

· Verifying of leave data and able to reconcile leave balance

· Manage any unpaid leave e.g. Maternity leave and unpaid leave etc.

QUALIFICATIONS AND EXPERIENCE

· Grade 12 
Payroll or accounting certificate (e.g. CBET)

· 3-5 proven payroll experience  
· Proven numerical capabilities and manual financial calculations

· Accuracy and attention to detail

· Computer literacy (mainly SAP HR/Payroll  & Excel)

KNOWLEDGE:

· Technical knowledge of SAP payroll systems

· National Treasury Regulations,

· Trends and systems analysis (risk management) 

· Finance policy (DAF)

Only Applications (CV’s) received at the below email address will be considered. The acknowledgement receipt will be proof should any enquiry arise.

Quote Position ID on the subject line
Interested candidates must forward their applications with a concise CV to: 

Manager: HR Shared Services

Email: <recruitmentHRSSC@sabc.co.za>

Closing Date: 07 May 2018
If you have not had any response within six weeks of the closing date, please accept that your application has been unsuccessful.
