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Position Title:    Payroll & Benefits Administrator 

Department:    Finance Department       

Immediate Supervisor: Controller              

 

Nature and Scope 

Brentwood College School, on the shores of beautiful Mill Bay, is a co-educational university preparatory school 

with approximately 550 students and 250 staff.  The Payroll & Benefits Administrator works under the direction 

of the controller.  

 

Major Responsibilities 

PAYROLL PROCESSING: 

 Prepare and process payroll for salary and hourly staff. Transmit bi-weekly payments to employees in an 

accurate and timely manner. 

 Collect timesheets and verify hours worked for accuracy and resolve any errors, inconsistencies or 

discrepancies. 

 Verify and calculate salary adjustments, tax remittances, pension, and benefit amounts. 

 Calculate and process off-cycle payroll adjustments, payments, and remittances. 

 Ensure compliance with relevant legislation, CRA regulations and school policy.  

RECORDS MAINTENANCE & REMITTANCES: 

 Establish and maintain employee information on payroll system. Ensure data is up to date and agrees with 

employment contracts, addresses and bank information and that changes are handled in a timely manner. 

 Update payroll system for benefit, statuary, and other payroll deduction amount changes. 

 Reconcile all payroll and benefits accounts on a regular basis. 

 Ensure benefits, pension, garnishes, statutory and other remittances are paid on time. 

 Prepare Records of Employment upon request and upon leave in a timely manner. 

 Prepare payroll accounts and relevant reports for the June fiscal year end. 

 Prepare payroll for tax year end; 

 Verify active employee and terminated employee data. 

 Verify that statutory deductions are correct. 

 Review wages, sick time, accrued vacation, and benefits paid out. 

 Calculate and process yearend adjustments to meet CRA regulations. 

 Prepare T4 and T4A slips for employee distribution and remit summary to the CRA. 

 Prepare payroll system for the next tax year. 

OTHER DUTIES: 

 Work with all departments to ensure internal controls, policies are being followed, and payroll information 

and timesheets are submitted accurately and on time. 

 Set up employees and train employees and managers on time management system. 

 Administer benefit programs. Includes reviewing and verifying completed benefits enrolment packages for 

new employees and newly eligible existing employees for accuracy. 

 Assist staff with payroll and benefits related questions. 

 Keep abreast of payroll legislation, rules and regulations. 

 Perform other duties as assigned by the Controller. 
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Knowledge and Skills 

 Knowledge of Microsoft Dynamics GP would be an asset. 

 High degree of accuracy and attention to detail. 

 Proficient in the ability to meet deadlines. 

 Comprehensive understanding of payroll legislation, employment standards, payroll accounting and 

employee benefit programs. 

 Must be able to handle confidential information in an ethical and professional manner. 

 Proficient in gathering and compiling data, and preparing financial reports. 

 Proficient in moderate to complex account reconciliations. 

 Strong work ethic and positive team attitude. 

 Exceptional organizational and time management skills. 

 Excellent communication skills, both verbally and in writing. 

 High level of proficiency with Microsoft Office, especially Excel and Word. 

 

Experience 

 Minimum high school education with post-secondary education in accounting or bookkeeping 

preferred, or a suitable combination of education and experience. 

 CPM or PCP or significant progress towards designations. 

 3-5 years experience in a Payroll Administrator role required, administering payroll for 50+ employees. 

 

Working Conditions 

 Half to full-time work available. 

 Busy office setting and fast-paced environment. 

 Strict deadlines. 

 Occasional additional hours may be required according to operational needs.   

 Lifting or moving up to 30lbs may be required. 

 Criminal record check clearance is a condition of initial and ongoing employment. 

 Must be legally entitled to work in Canada. 

 

Qualified applicants should forward their resume and cover letter to the attention of Human Resources  

no later than at noon on Friday April 27th, 2018. 

Fax (250) 743-8446 | hr@brentwood.bc.ca  |2735 Mt. Baker Rd. Mill Bay, BC V0R 2P1 

www.brentwood.bc.ca 

 

While we thank all applicants for their interest in this opportunity, we will only be in direct contact with those 

applicants who are selected for interview  
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