
GR sp
THE POWER TO UNDERSTAND

The greatest creators of value in your business: your people. 

On this course, you’ll get an intro in being an employer in 
Gibraltar and the regulations.

You’ll learn how to prepare, submit and store all essential 
HR documentation for each employee and explore the 
basic principles of payroll calculation, payment and 
necessary submissions.

29 City Mill Lane, 2nd Floor,
Gibraltar

+350 200 47277 training@grasp.gi

DATE: 26th January 2022
Venue: GFSB Training Room, Irish Town

DURATION OF COURSE 1 DAY

� You’ll understand the required 
documentation for each employee 
and how to process it.

�Be able to calculate, administer and 
record payroll.

� Understand the importance of 
confidentiality and best practice HR.

BENEFITS OF THIS COURSE:

BENEFITS FOR YOUR BUSINESS:
� Effective, clear and concise HR 
administration.

� Accurate processing and payment 
of Payroll and associated accounting.

� Improved productivity and
 efficiency of HR and Payroll 
administration.

Start time: 09:00am

Morning Break: 11:15am

serving refreshments and light snacks

Finish: 14:00pm

At the end of the course you will be given 
a training manual to take home that will 
include the practice exercises and 
a certificate of attendance.

COURSE TIMETABLE

INTRO TO GIBRALTAR HR & PAYROLL 

NEXT COURSE

£150 pp



INTRO TO GIBRALTAR HR & PAYROLL ADMINISTRATION

MODULE 1

• What is HR Administration and
why do we need it?

• An overview of best practice
HR.

• The importance of
confidentiality.

• Overview of being an employer
in Gibraltar.

• The ETB who they are and what
they do.

• Department of Employment
information leaflet and your
legal obligations.

• Processing ETB documents.

MODULE 2

• Recap
• Test your understanding
• Questions and answers

MODULE 4

MODULE 3

• Introduction to Payroll.
• The Tax Office and your

obligations.
• Minimum wage.
• PAYE and Social Insurance

overview.
• Calculating pay, PAYE and SI.
• Recording Payroll.
• Payroll records for your

accounts.




