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Job Title:

Payroll & HR Assistant


Job Number:

X-378






Band:

2
NOC:

1432


Department:

Human Resources



Supervisor Title:

Manager, Payroll & HRIS

Last Reviewed:

March 26, 2020



Job Purpose

The Payroll & HR Assistant performs a variety of administrative functions within the department.  The incumbent will be responsible for web site maintenance, scheduling of meetings, assisting with recruitment procedures, supporting the annual coordination of employee orientation, and service recognition. In addition to this, the Payroll & HR Assistant will also be responsible for ensuring staff and students on the bi-weekly payroll are paid in a timely manner while complying with Collective Agreements, federal and provincial legislative requirements. The incumbent will provide answers to staff, faculty and students who have questions about payroll related matters as well as assist manager with production of payrolls.
Key Activities

1. Maintain system profiles for bi-weekly staff and students by making necessary changes to keep information current. 

2. Setting up new employees and processing terminations, including records of employment and processing honorariums.
3. Prepare timesheets by checking hours, account numbers, signatures and keying into the system for processing.
4. Prepare cheques and timesheets for interoffice and outgoing mailing.
5. Assist Payroll Staff during peak times. 

6. Responds to the general HR and Jobs emails. 

7. Assists with the recruitment process, including receive applications, scheduling interviews, preparing correspondence, posting jobs, etc.  
8. Tracks and sends out probation period reminders. Tracks, and follows up with those missing. Informs the Staffing & Human Resources Advisor of those not complying. 

9. Responsible for filing all employee documentation, and creating personnel files and medical files.  

10. Responsible for maintaining and ordering office supplies and equipment. 

11. Assists with setting up training registration links, and booking rooms. 

12. Assists with maintaining the department website, and updates when necessary.

13. Assists with the annual coordination of employee orientation, and the annual and monthly service recognition luncheon/anniversary labels. 

Education Required

University, College or technical school training (1 year) 
Experience Required
· One to two years of administrative experience, preferably in a human resources department.

· Intermediate level computer skills required.

· Excellent customer service skills.

· High level of attention to detail and accuracy.

· Excellent communication skills; demonstrated tact, diplomacy and ability to maintain confidentiality.

· Ability to work under minimum supervision and as part of a team.
· Attention to detail as well as time management / organizational skills and provide excellent customer service to all internal and external clients
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