
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

JOB SPECIFICATION FOR 
A PAYROLL/ACCOUNTS 
ASSISTANT 
As part of our ongoing expansion, we are looking 
for a Payroll/Accounts Assistant to join our Swiss 
based team to assist with the operation of all 
aspects of our payroll and to provide general 
accounting assistance. 

Location: Marin, Neuchâtel 
Reports to: Finance Director 



 
 

www.capital-ges.com 

 

 

 

OUTLINE: 

Capital GES is a market-leading provider of employment solutions throughout Europe, Latin America 
and southern Africa. To help develop our growing market we are seeking a Payroll/Accounts Assistant   
based in Marin, Neuchâtel. 

Our ideal candidate will be self-motivated, organised, and have a high level of attention to detail with a 
strong ability to work in a team environment. 

 

KEY OBJECTIVES: 

 The Payroll/Accounts Assistant is responsible for the efficient operation of client payrolls, for 
the accurate and timely payment of salary and expense payments to client employees, and for 
the provision of payroll and payment information to our clients and other office staff 

 Assist with the credit control procedure ensuring that debtors pay on a timely basis 
 The Payroll/Accounts Assistant is to be capable of assisting and replacing for short periods 

other Accounts Assistants in the department 

 

PRINCIPAL RESPONSIBILITIES: 

 Preparation for, administration of and accounting for the multi-company Swiss payroll using 
Microsoft Dynamics and access software 

 Assisting with the credit control procedures to ensure that our clients are paying us on a timely 
basis 

 

SECONDARY RESPONSIBILITIES: 

 Invoicing and maintaining company accounts in Microsoft Dynamics 
 Reconciling employee salary, tax and social security accounts 

  

SKILLS, EXPERIENCE AND ATTRIBUTES: 

 Employé(e) de Commerce with at least two years of work experience in an accounting environment, 
preferably international 

 A high level of written and spoken English together with a reasonable knowledge of French 
 Organised, proactive and dynamic, willing to work in a fast-changing environment 
 Self-starting and able to work independently as well as with a team 
 Good communication skills (both written and oral) 
 Good PC Skills, good working knowledge of Microsoft Office, knowledge of Microsoft Dynamics an 

advantage 
 

CONTACT US: 

 Please submit a full CV and cover letter in English to careers@capital-ges.com 


