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BOARD OF EDUCATION

Saskatoon School Division No. 13

P O S I T I O N   D E S C R I P T I O N

Position:



Payroll Clerk

Immediate Supervisor:
 Payroll Supervisor 
Core Function:

The Payroll Clerk, under limited supervision, performs a variety of data entry, calculating, balancing, organizing, researching, copying, filing, and typing duties.  These duties require knowledge of specific office systems and procedures, along with the application of a specialized knowledge of the process and related regulations necessary to accomplish payroll functions.

Duties and Responsibilities:
1. Calculate, enter and code payroll information concerning deductions, reclassifications, increments, allowances, dues and other related changes on a monthly basis to individual ledger cards and the payroll software system for payment.  

2. Complete a bank reconciliation of the payroll account on a monthly basis to monitor activity within the account and to ensure accurate information has been provided to the Accounting department.

3. Research, calculate, prepare and distribute Records of Employment for all staff groups according to regulations and specifications established by Revenue Canada.

4. Balance and assist in the production and distribution of Income Tax T4 and T4A returns on an annual basis according to Revenue Canada regulations and specifications.

5. Prepare cheques for specialty payments, such as SUB Plan payments, pension transfers and severance pay packages as requested by the Payroll Supervisor.

6. Sort, organize and distribute earning statements and cheques for all employees on a monthly basis.

7. Prepare and submit reports on a monthly basis for Workers’ Compensation and car allowance to the Accounting department for payment.

8. Communicate with employees by telephone, correspondence or in person to check discrepancies, adjust complaints and obtain or provide information respecting monthly salary payments made to employees. 

9. Research, calculate and prepare Employment Verifications for employees as requested.

10. Sort, organize and distribute annual pension statements.

11. Sort, organize and file all payroll reports and print outs in the appropriate folders.

12. Assists other payroll staff involved in similar activities to perform their tasks and performs such other duties as may be occasionally assigned by the Payroll Supervisor to meet organizational deadlines and objectives.

Qualifications:

1. Grade 12 or equivalent standing plus the successful completion of a recognized one-year business program with a major in accounting.  

2. Six months of previous related experience.

3. Strong communication skills with the ability to deal courteously, tactfully and effectively with people.

4. Working knowledge of Microsoft Office Products specifically:  Word, Excel and Outlook.

5. A team player with the ability to work independently.

6. Understands the importance of confidentiality and pays close attention to detail.
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