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Payroll Administrator 

Division Payroll / HR 

Site Head Office 
The Payroll Administrator will be required to manage the end to end payroll function on 

Psiber and ensure that payments and reports are distributed to the relevant parties in 

accordance to the set deadlines and company policies and procedures.

 _____________________________________ 

Skills and Qualifications 

- Matric Certificate 

- Computer Literate – MS Excel, MS Word, MS Outlook 

- A minimum of 12 months in payroll  

- Exposure to a payroll system / software  

- High Level of attention to detail and accuracy 

- Strong organizational skills, and the ability to work independently and under pressure 

-  Ability to handle and prioritize multiple tasks and meet all deadlines 

- Good communication skills 

- Develop and maintain good working relationships  

Duties and Responsibilities 

- Responsible for the preparation and processing of the monthly payroll for approximately 500 

temps and wages employees on the Psiber payroll system (This includes the entire cycle of 

payroll processing from capturing of new employees, leave, terminations, etc) 

- Maintain employee records; ensure that employee changes are captured correctly 

- Generate and prepare payment reports and payments for third parties 

- Prepare and distribute monthly payroll reports (New Employees, Leave captured etc) 

- Maintain a document control system and employee files and ensure that all required 

documentation is received and filed on a monthly basis 

- Prepare UI19 documents for terminated employees  

- Do confirmation of employment 

- Prepare ETI reports 

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

- Resolve employee queries 

- Distribute payslips to employees 

If you meet the above requirements and description, please email your detailed CV to Hlengiwe 

Vilakazi, Hlengiwe@topturf.co.za by the 25th of October 2019. 

 

Hlengiwe Vilakazi 

HR / Payroll Manager 
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