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MetLife offers you the opportunity to develop your professional career in the Czech Republic. We are interested in professionals who have an instinct for creative and responsible work, who are determined to learn and who want to expand our high-quality work team.



:: HR, Payroll & Benefit Specialist ::



As a member of regional HR Shared Services team, the HR, Payroll & Benefit Specialist develops and manages effective administrative and information management system in the Czech Republic.
Key Responsibilities:

· Ensures all aspects of assigned transactions are processed and handled in a timely and accurate manner including but not restricted to 

· new hire/termination documentation, probation administration

· employee life cycle change documentation

· employee references and background checks

· statutory leave administration

· core learning and training administration

· administration of the attendance and medical check-up systems

· Is responsible for: 

· payroll processing for the CZ by all given deadlines

· delivering all required documents to the payroll vendor accurately and on time

· reconciliation of payroll & benefit data, implementation of all payroll related legislative changes by statutory deadlines

· the timely processing of all payroll and benefit related invoices

· all benefit administration, for relationships with benefits providers, invoice processing

· payroll and benefit data entry into HR databases 

· integrity of the payroll & benefit data held within the HR database

· Adheres to all regulatory requirements

· Provides other administrative support as required

· Produces management and financial reports each month ensuring timely and accurate data is provided

· Headcount reporting

· Provides ad-hoc reports when required
We require:

· min. 3 years of experience in a professional HR environment, ideally in a multinational organisation including good working knowledge of:

· payroll law, knowledge of payroll processing

· knowledge of PeopleSoft v9.1 and Nugget SW payroll processing is an advantage

· proficient in Microsoft Office with excellent Excel skills (VLookup, Pivot tables, Conditional Formatting...), Word (Mail Merge) and PowerPoint

· Strong administrative and coordination skills

· Strong customer service orientation and experience

· Excellent communication skills, both written and verbal including English

· Good numeracy skills and a confidence to work with numbers and data
We offer:

· Prospects for professional and personal growth in an international company 

· Independent and varied work

· Employment for an indefinite period with fixed salary, employee benefits package

· Modern office in the centre of Prague (Quadrio, Národní třída)
Start date: July 2015

Type of employment relationship: indefinite period/full-time
Workplace: Prague

Please send structured curriculum vitae to the following contact: 

Iva Kaplanová, e-mail: iva.kaplanova@metlife.cz    

