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Job Purpose

Provide accurate and timely payroll processing for staff and students, primarily on the monthly payroll, in accordance with federal and provincial legislation and University policy in a multi union environment.  Oversee the production of the Bi-Weekly payroll, ensuring in-direct reports have completed all payroll changes and timesheet entries prior to processing.  Respond in a professional and timely manner to employee questions/concerns. 

Key Activities

1. Processes and maintain system profiles, primarily for the monthly staff and students; using knowledge of collective agreements and other compliance requirements to identify and act on issues with documentation (i.e. missing/incorrect information) in order to maintain data integrity.

2. Double check payroll entries for accuracy through careful review of payroll previews, taking action to correct errors prior to final payroll transmission; Receive processed payroll from Ceridian and translate information including company data, employee data and cheque history; sorts and mails pay stubs, request payroll transfer and cheques for Receiver General.

3. Customer Service – responding to employee queries regarding their pay as well as to managers explaining our processes and assisting them through the hire process.

4. Prepare Letters of Employment, Record of Employment forms and provides assistance to HRSDC in investigation of EI claims.

5. Oversee production of the bi-weekly payroll to ensure Payroll Clerk & Payroll Assistant have completed all changes, timesheet processing and payroll processing.

6. Assists Finance Office and Internal Auditors with monthly and year end balancing/ reconciliations.

7. Participates in payroll department projects as required (i.e. website, etc.).
Analytical Reasoning
· Incorrect or no pay processed – determine if there was, in fact, an error, if so, drill down to find why the pay was processed incorrectly through close examination of data in the system against the data received. If it appears to be a system error, discover how it occurred by liaising with payroll provider to correct the issue.
· Incorrect accounts charged – determine the reason why, again by examining the system data against the data received.  If there is no obvious reason for the error, it could be a ‘core report’ issue in which case there is a need to discuss with the payroll provider and correct the error
· Balancing (includes cycle data batches, bank reconciliation etc.) – review of data to determine why there may be an ‘out-of-balance’ and correct.  With cycle data – all batches must balance before proceeding with payroll processing.
Decision Making

· Processing of data received after payroll deadlines; decisions need to be made to determine whether or not to process items; if a decision is made to process a late item, it needs to be done so knowing full well that other late items, up to and including the date of the item being processed, are also done in order to remain fair in impartial.
· Processing of manual cheques; decisions need to be made as to whether or not a manual cheque will be processed based on analytical reasoning.

· Making decisions on how to process certain payroll items such as the need to override the systems normal function.
Impact

· Processing late data could result in not meeting a deadline which will affect payroll payments to staff and faculty as well as extra work for the department trying to ensure the deadline is met.  Not processing late data could result in an employee not receiving their pay until the following pay period.
· Processing a manual cheque could result in a domino effect whereby other employees who did not receive a pay ask for the same but don’t qualify based on our process/procedures.
· If processing decisions are made incorrectly, it will cause corrections to be made which will result in further previews being run and delaying the final payroll transmission.
Education Required

Secondary school diploma plus two years university, college or technical school training. Payroll Compliance Practitioner (PCP) certification OR working towards certification.
Experience Required

1. 2 years to 4 years’ experience as a Payroll Clerk, Assistant or Administrator. 
Responsibility for the Work of Others
Direct Responsibility for the Work of Others: 

Indirect Responsibility for the Work of Others: 

· Payroll Clerk – Full-time Regular

· Training based on tasks to be performed

· Ensuring all tasks for bi-weekly have been done

· Checking final payroll preview before transmitting bi-weekly pay

· Payroll and Benefits Assistant – Full-time Regular (Part-time in Payroll – split position)

· Training based on tasks to be performed

· Ensuring all tasks for bi-weekly have been done
Communication

Internal:
· Staff, faculty and students – answer queries, provide assistance with forms and advise of procedures

· Financial Services – to obtain signatures, payroll transfers, cheque requests, general ledger questions etc.

· Dean’s Offices – answer queries, provide assistance, obtain information   
External:

· Ceridian – to discuss and resolve payroll issues
· McColl Turner – to answer queries during internal audits

· Varied External Agencies – (i.e. banks, Backcheck, CRA, Service Canada) to answer queries – employee consent must be on file before releasing information
Motor/ Sensory Skills

· Fine motor skills - Writing down information – documentation

· Dexterity - Computer data input, adding machine – speed and accuracy
· Visual - Working with large amounts of data and numbers
· Hearing - Customer service
Effort

Mental:
· Concentration - Keyboarding, balancing, and paying attention to detail with many distractions and constant deadlines
Physical:
· Sitting - Sitting for long periods of time entering information

· Keyboarding - Large amounts of data input
Working Conditions
Indicate any physical and psychological conditions of the position that make the job unpleasant, disagreeable and/or hazardous to health and well-being.  Describe the nature, frequency and duration of exposure.

Physical:
· Repetitive Strain – large volumes of data entry causing sore muscles and eye strain 

· Noise – dealing with traffic noise from hallway, especially when a class or thesis defense etc. is taking place across the hall

· Odours – smelling paint and/or varnish from carpenter shop

· Temperature – fluctuating temperatures throughout the day
Psychological:
· Complaints/criticism – department often criticized – complaints when people don’t like our processing deadlines/procedures

· Deadlines – constantly working towards meeting deadlines

· Interruptions – having to deal with frequent interruptions when having to meet deadlines
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