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    JOB DESCRIPTION 

TITLE:    Payroll & Benefits Administrator 
 
PROGRAM:   Administration 
 
REPORTS TO:  Human Resources Advisor 
 

WORKS WITH: Administrative Team, including Human Resources, Bookkeeping 
and Reception. 

 

JOB SUMMARY:   This is a highly confidential and specialized role responsible for 
the administration of accounting and payroll systems for SOWINS. 
Under the direction of the Human Resources Advisor, the Payroll 
& Benefits Administrator is responsible to process full-cycle 
payroll, performs periodic and year end activities for accounting, 
payroll, and benefits administration in a timely and accurate 
manner. This position exercises considerable independence of 
judgment within the established guidelines set out by policies and 
procedures. 

 
KEY DUTIES AND RESPONSIBILITIES: 

1. Responsible for processing payroll for all employees, including the completion of time 

data entry to ensure employees are paid in a timely and accurate manner. 

2. Maintains and updates employee payroll records in Comvida, such as position changes, 

wage increases, leaves of absence and completing records of employment. 

3. Tracks and performs adjustments to payroll records, such as leave banks (vacation, 

sick, time in lieu), pension deductions, and seniority calculations to ensure records are 

accurate and in accordance with the Collective Agreement and applicable legislation and 

regulations. 

4. Acts as Plan Administrator for Group Health Benefits and Municipal Pension Plans, and 

is responsible for enrollments, changes, and terminations in accordance with the 

Collective Agreement, and applicable legislation and regulations.  

5. Provides employees with information regarding pay and benefits as it relates to their 

employment. 

6. Prepares and submits payroll remittance reports, including year end and quarterly 

reports for Pension, WorkSafe BC and LTD. 
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KEY DUTIES AND RESPONSIBILITIES (CONTINUED): 

7. Prepares and distributes statistical reports such as seniority lists, vacation entitlement, 

and sick leave and overtime banks. 

8. Prepares bi-weekly earnings reports for Community Services Benefit Trust (CSBT) for 

benefits reconciliation. 

9. Responsible for preparing Employer Health Tax (EHT) installments and year-end 

remittances. 

10. Coordinates audit information and participates in other accounting and administrative 

duties as needed. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

1. Knowledge of generally accepted accounting and internal control principles. 
2. Knowledge of federal and provincial legislation affecting charities and knowledge of the 

voluntary sector. 
3. Knowledge of provincial legislation on payroll and Employment Standards, and Municipal 

Pension Plan policies. 
4. Demonstrated proficiency with various computer programs, including payroll and 

accounting software, database programs, and Microsoft Word, Excel, and Outlook. 

5. Demonstrated ability to act with professionalism and diplomacy and to maintain 

confidentiality. 

6. Demonstrated attention to detail, critical thinking, time management, and organizational 

skills. 

7. Demonstrated ability to work independently, and as part of a team to maintain healthy 

professional relationships. 

8. Strong analytical, problem solving and decisions making skills. 

9. Excellent communication, interpersonal and customer services skills. 
 

REQUIRED EDUCATION, TRAINING AND EXPERIENCE 

1. Diploma in Accounting or Business Administration or a related field from a 

recognized post-secondary institution, supplemented by additional courses in 

benefits administration. 

2. Two (2) years of recent related experience with accounting, payroll and benefits 

administration. 

OR, an equivalent combination of education, training and experience. 

 
Other Requirements: 

• Vulnerable Sector Criminal Record Check. 

• Ability to work flexible hours and where required, extended hours to meet operational 
requirements. 
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