ALGONQUIN AND LAKESHORE CATHOLIC
DISTRICT SCHOOL BOARD
Job Description - DRAFT
Position Title:

Payroll Administrator
Reports To:

Supervisor, Payroll Services

SUMMARY:
The Payroll Administrator is responsible for the administration and preparation of payroll for employees of the Board. The position will participate in all elements of the payroll cycle including processing of employee pension administration and reporting, attendance support and the management of the Workplace Safety and Insurance claims in addition to ensuring that all statutory requirements are met for payroll processing in a timely and accurate manner. 
SPECIFIC DUTIES AND RESPONSIBILITIES:
· Administration and processing of semi-monthly payroll utilizing school board specific payroll application in compliance with payroll legislation and numerous labour agreements. Duties include remittance of Payroll deductions in timely manner, payroll accounting and analysis. 
· Resolves payroll discrepancies by collecting and analyzing payroll data.
· Completion of periodic payroll reporting, and analysis including but not limited to seniority lists, absence analysis, issuance of Records of Employment (ROE), and individual employee support.   
· Manages Workplace Safety and Insurance Board’s (WSIB) claim process including database management, claim processing, account analysis and reconciliation.
· Administers Long Term Disability Plan, claim processing, plan reconciliation and analysis and remittances. 

· Manages and resolves anomalies pertaining to the Ontario Teacher Pension Plan (OTPP) and Ontario Municipal Employee Retirement System (OMERS) pension plans, including monthly remittances, reconciliation, member event processing and periodic reporting.

· Involvement in employee attendance process by tracking, reviewing, posting and reporting on employees absences in accordance with relevant labour agreements for timely transition to Unpaid Leave of absence
· Performs other related duties as assigned or required.

KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING:
· University or College education in Finance or Business related field.
· Three to four years of equivalent work related experience, preferably with a School Board.
· Canadian Payroll Association Level I Certificate. 
· Demonstrated skills and proficient usage of MS Office (in particular Excel and Word),

·  Working knowledge of computerized payroll systems and database query applications;

· Ability to compile and analyze payroll data for processing and reporting;           
· Demonstrated organizational, mathematical, analytical and problem solving skill
· Payroll accounting experience would be an asset;

· Working knowledge of Payroll Legislation pertaining to Canada Revenue Agency (CRA ) and Service Canada.  
· Ability to analysis, intrepid and execute complex provisions inherent to numerous contractual and Labor agreements
· Excellent written, verbal and interpersonal skills;

· Must be able to deal in a confidential and discreet manner with both employees and outside agencies; 
· Contributes to team effort by accomplishing related results in a dynamitic environment.
· Capable of accurate and detailed work under pressure while adhering to stringent timelines
ORGANIZATIONAL RELATIONSHIPS:

Positions Supervised

· Nil

Work Assignments Received From

· Supervisor, Payroll Services 
· Manager, Financial Services
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