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Job Purpose

Ensuring staff and students on the bi-weekly payroll are paid in a timely manner while complying with federal and provincial legislative requirements. To provide answers to staff, faculty and students who have questions about payroll related matters. Assist supervisor with production of payrolls.

Key Activities

1. Maintain system profiles for bi-weekly staff and students by making necessary changes to keep information current, setting up new employees processing terminations including records of employment and processing honorariums.
2. Prepare timesheets by checking hours, account #’s, signatures and keying into the system for processing.
3. Prepare bi-weekly payrolls for transmission by doing backups via file manager, balancing, running reports and uploading to electronic payroll provider.
4. Downloading bi-weekly payrolls, performing backups, archiving, importing new dept. information to history file and pension file and reporting to ensure system is current and correct.  Check that payroll balances to pre-transmission and request transfer from finance.
5. Prepare stubs and timesheets for interoffice and outgoing mailing.
6. Provide assistance to supervisor with previously mentioned tasks for the monthly, pension and general ledger runs.
7. Assisting supervisor in balancing payroll account and doing year end balancing in preparation for T4’s.
Analytical Reasoning
Creating & changing/re-writing reports– take desired outcome and decide what databases and database items are needed to formulate said outcome.
Decision Making

Decide whether or not to accept and process late changes/additional items with current pay run.  If the decision is made to process a particular late item, it has to be done so knowing that all other late items must also be processed to remain fair.   

Impact

If a decision is made not to process late items, it would result in a delay of payment to the employee.  This could result in having to deal with an irate employee and/or manager which, depending on the outcome of reasoning, could be escalated to the Director, Human Resources & Faculty Relations and/or a grievance being filed.  
Education Required

University, College or technical school training (1 year). 
Experience Required

· 5 years’ payroll experience

· Attention to detail as well as time management / organizational skills and provide Excellent customer service to all internal and external clients

· Payroll Compliance Practitioner certification or in the process of obtaining certification

Responsibility for the Work of Others

Indicate whether the incumbent is directly or indirectly responsible for the work of others. Provide the title of the position(s) as well as an example of how the incumbent is responsible for the work of others on a daily basis.  Specifically, indicate whether the position has responsibility for hiring and supervision of student workers.
Direct Responsibility 

N/A
Indirect Responsibility 

N/A
Communication

Internal:
· Staff, faculty, and students- handing out and taking in timesheets

· Staff, faculty and students – answer queries, provide assistance and advise of procedures

· Financial Services employees – to obtain signatures, discuss unusual situations, 

· payroll transfers

· Admin Asst, Dean’s Office – to co-ordinate Cupe 1 & 2 employees

· Security Officers – co-ordinate delivery statutory remittances to bank

· IT Employees – occasionally validate requests for email and file access 

External:
· Ceridian- to discuss payroll matters

· Banks- to resolve problems with direct deposit information

· HRDC- Assist with questions regarding records of employment

· McColl Turner - supply auditors with payroll materials and answer queries 

Motor/ Sensory Skills

· Fine - Writing down information

· Dexterity - Keyboarding and using calculator- speed and accuracy

· Visual - Working with numbers

· Hearing - Customer Service

Effort

Mental:
· Concentration - Keyboarding, balancing

Physical:
· Sitting - General work

· Keyboarding - Entering payroll information

Working Conditions
Physical:
· Repetitive Strain – large volumes of data entry causing sore muscles

· Noise – dealing with traffic noise from hallway

· Odours – smelling paint and varnish from carpenter shop

· Drafts – dealing with drafts when loading dock doors open

Psychological:
· Department is often criticized - angry and upset employees

· Meeting deadlines

· Frequent interruptions

· Noise from hallways and adjacent offices

Job Number: X-028
Page 2 of 3
Last updated: October 2012 


