Job Description

	Job Title :
	Payroll Specialist
	Main Purpose of Job (Why job exists/what it must achieve)

	Grade:
	K/J
	Implement the compensation and benefits strategies and policies according to Corporate HR Guidance for the Market, ensuring internal equity and external competitiveness in remuneration matters. Ensure the correct implementation of these policies aiming at attracting, retaining and recognizing our talent, considering cost analysis, marketplace trends, business strategies.

	Reports to:
	Reg. Compensation & Benefits Manager
	

	Organisation Unit / Location
	Nestlé Equatorial African  Region / Nairobi 
	

	Main Responsibilities / Job Summary
(Primary deliverables of role and its scope)
	 KPIs (Measurable parameters of the role) & 
Dimensions (What is the span of the role)

	· Salary Statistics - Prepares salary and benefits statistics for different stakeholders

· Time Reporting - Coordinates administrative processes with regard to timely reporting.
· External Agencies - Manages relationships with third party agencies / consultancy firms.

· Point of Contact with Survey Providers - Liaise with survey providers and direct contacts from other companies to ensure reliable market data.

· Internal Control - Ensure full internal controls in the remuneration area.

· Manpower report - Responsible for manpower reporting and control using SAP.

· SAP Database - Upload and maintain an up-to-date employee database on SAP.

· New Hires formalities - Manage joining formalities for new hires and provide training on ESS.

· Payroll link - Liaise with Payroll and provide accurate and timely inputs to facilitate payroll processing.
· Bonus calculation - Conduct Bonus calculation and pay-outs for elegible employees

	· Consistency and execution of internal controls
· Information accuracy in the SAP database
· Accuracy on data provided to payroll
· Accuracy on bonus calculations and payouts


	
	

	
	

	
	

	
	

	
	Leadership Behaviours (Highlight leadership behaviours Critical to the Job)
S = Standard, D = Developed, H/D = Highly Developed

	
	Leadership Competencies
	S
	D
	HD
	Leadership Competencies
	S
	D
	HD

	
	Know Yourself
	
	√  
	 
	Innovation / Renovation
	 √
	  
	 

	
	Insight
	 
	  
	√ 
	Proactive Co-operation
	 
	 
	√  

	
	Service Orientation
	 
	 √
	  
	Impact & Convince Others
	 
	√ 
	  

	
	Curiosity
	 
	 
	 √ 
	Lead People
	  √
	 
	 

	
	Courage
	 
	√  
	 
	Develop people
	 
	 √ 
	 

	
	Results Focus
	 
	
	 √  
	Practice What You Preach
	 
	√  
	 

	
	Initiative
	 
	√  
	 
	 
	 
	 
	 

	
	Skills & Knowledge Requirements (Abilities / Knowledge & Expertise in field)

	
	Technical / Functional
· Ability to work as a part of a multifunctional team.

· Networking skills.
Basic to medium knowledge of:
· Knowledge of income tax laws/rules

· Job analysis & job evaluation

· Market benchmark & analysis

· Pay scale designs & market tendencies

· Local regulatory environments including overtime, equal employment, fair labour practices, etc.

· Data crunching and insights
· Analytical and mathematical skills

· Analyze workforce plans

· Business acumen
	Qualifications & Experience

· Bachelor’s Degree either in Sociology or Commerce 
· 1-2 years relevant experience in HR Remuneration/managing payroll

· Medium C&B Knowledge 
· Hands-on experience in GLOBE SAP HR & Payroll system (added advantage)
· Experience in HR and C&B KPI measurements 

· Employment law & labor regulations 

· Solid PC / MS Office skills 

· English proficiency

· Creation and use

Email application to cathreen.bukachi@ke.nestle.com

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

















