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EMPLOYEE-RELATED ADMINISTRATIVE TASKS IN A RETAIL BUSINESS


· Attendance records (time signed in and out) for all employees
· Leave records (all types of leave must be recorded such as annual, medical, and compassionate leave)
· Payments of salaries and wages
· Overtime worked and paid
· Personal information of employees such as curricula vitae (CVs), identity documents (IDs), and home addresses
· Disciplinary practices, actions, and notices
· Employee grievances
· Employee problems
· Legal requirements, such as Unemployment Insurance Fund (UIF), Skills Levies, employee tax and Workman Compensation Fund payments
· Training attended by employees
· Workplace Skills Plans (WSPs) and Annual Training Reports (ATRs) for the SETAs
· Employment Equity reports
· Human resource (HR) policies and procedures
· Relevant labour legislation
· Job descriptions
· Person specifications
· Organograms
· Interview ratings
· Applicants’ CVs for vacancies where preference requirements are relevant.
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