DUTIES FOR THE POST OF CHIEF OFFICER, PAYROLL
	1
	To be in-charge of the Payroll Unit and ensure that all payroll data are accurately and timely inputted and authorized on the system

	2
	To ensure the proper administration of salary matters for the Authority

	3
	To ensure that all Remuneration Orders are duly adhered to

	4
	To ensure that all statutory obligations (PAYE etc.) with respect to remuneration matters are met

	5
	To act as focal person for salary and related matters for the Authority

	6
	To ensure that the Payroll software is updated as and when required to meet requirements for proper salary administration

	7
	Reconciliation of all payroll parameters

	8
	To ensure safekeeping of all authorized documents(time sheets, overtime records, salary changes, pays lips, etc.)

	9
	To liaise with staff and management on payroll related queries

	10
	To liaise with the IT department and / or suppliers for the proper maintenance of the payroll system

	11
	To generate from  the system , as  and when required, appropriate HR reports and statistics, such as departmental employment costs ,overtime etc.

	12
	To monitor the IT System to ensure its adequacy and appropriateness and proper functioning

	13
	To coach, guide and mentor junior staff

	14
	To conduct such other related duties as assigned

	15
	To play an active role in promoting safety and security at the MPA

	16
	To adhere to and promote MPA’s corporate values

	17
	To contribute to the enhancement of the port environment


