Job title: Payroll specialist
Department: [Human Resources / Finance]
Reports to: [HR manager / Finance manager]
Location: [City], [on site / hybrid]
Employment type: [Full time]
Job purpose
To pay [Company name]’s employees correctly and on time every month, in line with their contracts, company policy and Saudi requirements.
Key responsibilities
- Prepare the monthly payroll in [Payroll system] from salaries, allowances, attendance and approved changes.
- Calculate overtime, unpaid leave, deductions and loan instalments under the Labour Law and company policy.
- Keep each employee’s GOSI wage correct and record wage changes on time.
- Reconcile GOSI contributions with the payroll each month.
- Prepare and upload the wage protection file to Mudad, and resolve any mismatches.
- Send salary payments through the bank and confirm they were received.
- Calculate end-of-service awards, leave pay and final settlements for leavers.
- Issue payslips and answer employees’ pay questions.
- Post the payroll journal and give finance the cost by cost centre.
- Keep payroll records and approvals ready for internal and external audit.
- Keep pay data confidential and limit access to those who need it.
Qualifications and experience
- Bachelor’s degree in accounting, finance, human resources or a related field.
- [Number] years of payroll experience in Saudi Arabia.
- Working knowledge of the Saudi Labour Law, GOSI contributions and Mudad.
Skills
- Accuracy with numbers and strong Excel skills.
- Experience with [Payroll or ERP system].
- Clear written and spoken Arabic and English.
- Discretion with salary information and the ability to meet a fixed monthly deadline.
Working conditions
Working hours: [Days and hours, within the Labour Law limits]
Place of work: [Office address]
Probation period: [Number] days, up to 180 days, as set in the contract
Pay and benefits: [Salary range or “to be discussed”], [Housing and transport allowances], [Medical insurance], [Other benefits]
How to apply
[How to apply and the closing date]




