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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #:
	JD00189

	Pay Grade:
	9

	Title:
	Payroll Supervisor

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for overseeing and coordinating the timely and accurate completion of payroll within a department.  Designs, tests, and implements new payroll processes and schedules cut off dates accordingly.  Produces accurate monthly and biweekly pay for employees of the University and affiliate organizations.  Performs internal and external accounting, reporting, and remitting functions. Ensures adherence to legislation, collective agreements, and University policies and procedures.  Provides supervision to the payroll advisor.

	Purpose and Key Functions:
	· Review payment forms and database entries to ensure compliance with legislation, regulations, collective agreements, and University policies and procedures.

· Write and edit queries to generate reports.

· Design, test, and implement new processes, requiring a thorough knowledge of the payroll processes and comprehension of departmental concerns.

· Schedule cut off dates for the electronic forms and the dates for the test and live pays.

· Plan events including the annual payroll seminar for all faculties and the materials required to be distributed.

· Produce accurate monthly and biweekly pay for employees of the University and affiliate organizations.

· Perform various calculations including, but not limited to, prorating salaries, labour costs, net and gross payments, deductions, benefits, and advances.

· Balance and reconcile payroll transactions.

· Monitor and reconcile accounts.

· Analyze and balance transaction codes.

· Analyze daily edits and updates, and resolve errors or warnings.

· Adhere to government legislation, collective agreements, and University policies and procedures.

· Adhere to established University deadlines.

· Create spreadsheets for reconciliations and reporting purposes.

· Maintain documentation, records, manuals, and the department website.

· Verify employment history for various third parties.

· Extract information from payroll register to generate reports.

· Compile information for reports to external agencies.

· Search and gather information for payroll purposes including, but not limited to, pay forms, transaction approvals, employment authorizations, and government documents.

· Write a variety of documents including but not limited to correspondence, letters, reports, and presentation slides.

· Respond to inquiries and resolve issues via phone or email regarding payroll accounts and discrepancies. 

· Inform departments and employees of current tax laws and implications.

· Create training materials and presentations.

· Provide training to staff across the University on preparing and executing payments for payroll.

· Maintain confidentiality of personnel and payroll information.

	Supervision:
	Supervise and direct the activities of up to 4 continuing employees.

	Requirements:
	Bachelor's degree in Business, Commerce, or related field.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
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