Curriculum Vitae


Date of Birth



15th March 1991
Area of Residence



Craigavon, fourways
Nationality



South African
Gender



Female
Race

Indian
Educational Background
	


Institution



New West Secondary School
Highest Grade Achieved



Grade 12
Year Completed



2008




Tertiary
Institution



University of Kwa-Zulu Natal
Qualification

BCom Human Resources Management 

Year Completed



2012
Institution



University of Kwa-Zulu Natal
Qualification

BCom Honours Human Resources Management 

Year Completed



2013
Computer / Software Skills
	


Please note that the skill level is as follows:

1. Familiar with the topic/technology

2. Training only

3. Practical Experience

4. Extensive Experience

	Skills / Software
	Months Experience
	Skills Level
	Last Used

	Microsoft® Excel
	48 Months
	4
	Current

	Microsoft® Word
	60 Months
	4
	Current

	Microsoft® Outlook
	60 Months
	4
	Current

	Microsoft® PowerPoint
	48 Months
	4
	Current

	VIP Payroll
	21 Months
	4
	Current

	SAP
	12 Months
	4
	Current


Employment History
	


Company

Deloitte Touche Tohmatsu Services, Inc.
Position





HR/Payroll Administrator
Period 





May 2015 – Current
Task and Key Responsibilities: 
Payroll manual input management:
· Collating manual payroll input in the prescribed format for submission to VIP to be processed
· Assessing manual input to ensure that unnecessary input is re-allocated to the PSH (Public Services Hub) Client team for processing on SAP

· Re-assign any queries or questions regarding manual input to the PSH Client Team Leaders for further action

 
Perform a thorough check of the monthly payroll variance report to identify errors, queries or omissions prior to the final payroll run in pursuit of a zero defect payroll result
· Check the monthly payroll variance report per assigned portfolio in accordance with the standard operating procedure and timelines

· Confirm terminations and new hires

· Confirm leave payments for terminated employees

· Submit documentation used to check payroll input to filing clerk for filing in relevant personnel files

· Direct queries to VIP and the Client team as appropriate and ensure that a timely response is received to resolve the queries

· Ensure that corrections to SAP have been processed under HR Data Load user id

· Ensure that all corrections to the payroll are actioned by receiving a pay slip from VIP reflecting the change

· Resolving queries and requests for information in an accurate, customer focused and timely manner

· Supporting the delivery of HR Calendar events

· Providing support for ad hoc/un-scheduled projects requiring support from the PSH

· Appropriate escalation of questions, requests and/or enquiries that cannot be resolved appropriately by the payroll HRA

· Distribution of all manual pay slips

 
Producing standard monthly and adhoc reports
· Preparing and submitting a monthly payroll report within the designated time to the HRM responsible for your portfolio setting out the process followed as well as queries and how these have been addressed

· Producing the agreed standard monthly reports within the designated timeframe 

· Provide an analysis of information contained in the reports (e.g. leave & sick leave)

· Generating ad hoc queries according to client specifications

 
Acknowledging and resolving payroll queries within the designated SLA
 

· Log all requests and queries received from the Client team, telephonically or via the ZA Payroll mailbox on HEAT

· Respond to and resolve queries and requests in a customer focused and timely manner

· Escalate requests and queries appropriately to VIP and/or the Payroll Team Leader

· Type of queries: PAYE differences, IPR5 queries and requests, Info slips etc.
Software system used: SAP, VIP People, MS Word, Excel and Outlook Express 
Company

Swan Plastics (Pty) Ltd
Position





HR Officer and Employment Equity Manager
Period 





March 2014 – October 2014
Task and Key Responsibilities: 
· Handling of all recruitment procedures (end to end)

· Analysing each application carefully and selecting suitable candidates

· Interviewing applicants and appointing suitable candidate for the position

· Drawing up appointment letters

· Conducting inductions and training on Company policy and procedures 
Assisting with wages (VIP)

· Handling of  Workmen's Compensation and all Department of Labour documents

· Incident investigation and reporting

· Worked closely with financial manager and assisted her with many accounting duties 
As the EE manager my role was to ensure equity in the organisation through the implementation of rules and regulations as set out in the various Acts (EEA, BCEA, LRA)

· Conducting EE meetings (held quarterly unless an urgent issue arose that needed to be addressed in a meeting)

· Dealing with complaints and queries from employees constantly and trying to ensure their job satisfaction levels were high and at the same time that the organisation was not harmed in any way
Conduct all disciplinary procedures strictly in accordance with the code of conduct. i.e the employee must be given at least 48 hours of notice to attend hearing

· All rights must be explained when notice is issued

· Ensure that the employee is given the correct measure of discipline according to his/her misconduct, etc.
The collection and reporting of EE data. i.e. EEA 2 and EEA 4 reporting
Constantly trying to improve the BBBEE scorecard...i.e. collecting of suppliers updated BBBEE certificates to improve the procurement aspect, improving on skills development and employment equity, etc. 
Skills development - identifying areas of improvement in employees and providing the necessary training that will develop the skills they require to increase their performance levels.
EHS Coordinator - ensuring that the respective employees were appointed in accordance with the OHS Act
· Hold regular health and safety meetings

· Find solutions to problems faced by employees regarding health and safety

· Conduct health and safety checks
Working closely with management to ensure that the HR function was in line with company goals and mission
Reason for Leaving:
Personal Reasons – Fiancé was very ill and had to get treatment in Cape Town 
Company

Engineering CC
Position





Accounts Admin
Period 





January 2012 – February 2014
Task and Key Responsibilities: 
· Creating quotations for proposed work

· Issuing invoices for tenders won

· Emailing of account statements to clients to prepare payments

· Capturing of bank statement

· Filing of remittances

Reason for Leaving:
Employment during tertiary engagement, post tertiary employment commencement 
Company

Ferodo
Position





Office Admin
Period 





June 2011 – December 2011
Task and Key Responsibilities: 
· Admin

· Filing

· Data capturing

· Answering telephone

· Dealing with customer queries

· Maintaining daily schedules
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