
POSTING  
Payroll and Benefits Coordinator 
Full-time Permanent Opportunity 

Why Choose Loyalist for Your Next Great Career Opportunity?  Loyalist 
Township is committed to reaching our full collective potential as an employer of 
choice. Our Talent Management program is a critical part of this direction and this 
role supports our success.  We offer excellent pay and benefits, including a defined 
benefit pension plan (OMERS). Service to our community and each other is what 
we do. 

Loyalist is a growing community of over 17,000 residents situated on the north shore of Lake 
Ontario between Greater Napanee and the City of Kingston. The Township is a blend of rural and 
urban areas with several smaller hamlets throughout, including an island community accessible by 
ferry. It is an outdoor-lovers dream, with a Great Lake on the doorstep and beautiful Canadian 
shield lakes and provincial parks minutes away to the north.  Next door is the historic City of 
Kingston, which boasts a lively downtown core right on Lake Ontario, full of excellent restaurants 
and nightlife offerings. We are also connected to large urban centres by the 401, with the GTA two 
hours to the west and Ottawa two hours to the east.  

What do You offer Loyalist as a Talented Payroll and Benefits 
Coordinator?  You bring a positive approach to challenges with a can-do attitude 
for continuous improvement. You are reliable, accurate and thorough in your work. 
You inspire trust and show compassion. You want to grow and develop in service 
to Loyalist’s people. 

This role is not for everyone, but if it sounds like it is for you, let us know: apply 
today! 

File No:   2021-19 Payroll and Benefits Coordinator 
Hours: 35 per week  
Salary:      $65,101 - $75,093 Annually ($35.77 - $41.26/hr) 
Closing: June 20, 2021, 11:59 p.m. 

A detailed job description is below. Please submit your cover letter and resume 
using the online form by selecting the apply now button: 

APPLY NOW! 

https://forms.loyalisttownship.ca/Council-and-Administration/Employment-Application-Forms/2021-19-Payroll-and-Benefits-Coordinator


JOB DESCRIPTION 

POSITION TITLE:  PAYROLL & BENEFITS COORDINATOR 

DEPARTMENT: 

REPORTS TO: 

CATEGORY:   

UPDATED: 

BUSINESS SERVICES 

DEPUTY TREASURER

PERMANENT FULL-TIME NON-UNION 

JUNE 2021 

POSITION SUMMARY: 
This role is an integral part of service delivery to the residents of Loyalist 
Township and contributes to the achievement of our Strategic Plan. The Payroll 
& Benefits Coordinator is responsible for administering total compensation, 
including payroll, benefits, paid time entitlements, pension. The position 
maintains payroll and employee records in accordance with established 
applicable and legislative practice for all Township employees, Council, and 
Committees of Council.  This role also provides administrative support related to 
the employee life cycle (recruitment, hiring, exits), in conjunction with HR.  

QUALIFICATIONS – EDUCATION & EXPERIENCE: 
• University Degree or College Diploma in Business Administration with a

specialization in accounting and/or human resources or related discipline.
• Minimum three years working experience in payroll and pension/benefit

administration, preferably in a municipal environment.
• An equivalent combination of educational qualifications and work

experience may be considered.
• Certification as Payroll Compliance Practitioner is an asset.

QUALIFICATIONS – KNOWLEDGE, SKILLS & ABILITIES: 
• Thorough knowledge of general accounting principles, provincial and

federal legislation as it relates to compensation administration,
reporting/remittance requirements, deductions, taxable benefits and
pension administration and other payroll practices.

• High proficiency in Microsoft Office Suite, including Word, Excel and
Outlook.  Vadim software experience considered an asset.

• Sound analytical, problem solving and critical thinking skills with good
judgement to see opportunities for improvements, and to know when to
consult/escalate to Deputy Treasurer/Finance Supervisor or HR.

• Good interpersonal and communication skills with the ability to use tact
and diplomacy in sensitive and/or difficult situations.



• Ability to present new information verbally and in writing to others in a
clear and concise manner.

• Training and presentation skills required.
• Knowledge of applicable legislation and regulations including the

Employment Standards Act, and ability to stay current.
• Ability to demonstrate professionalism and a strong customer service

orientation at a role-model level.
• Working knowledge of MFIPPA along with ability to maintain strict

confidentiality respecting financial, personnel, Council issues, etc.
• Demonstrated flexibility and organizational skills to meet established

deadlines in a dynamic work environment with shifting priorities, multiple
demands, and some urgency.

• Proven administrative skills.

KEY RESPONSIBILITIES AND DUTIES: 

Payroll: 
• Maintains payroll records in accordance with legislative requirements.
• Co-ordinates, imports and ensures accuracy of time and attendance records.
• Calculates payroll adjustments including retroactive payments and verifies

proper authorization is obtained.
• Cost payroll adjustments as directed.
• Ensures accurate account distribution for the bi-weekly payrolls.
• Calculates and processes all final payments, clearing out leave entitlement

balances and other adjustments as required.
• Reconciles and remits monthly benefit payments to OMERS, EHT, WSIB,

Employee Assistance Plan, insurance company and/or other agencies, as
required.

• Co-ordinates, prepares and verifies all year-end payroll processing, adjusting
journal entries, yearly pay input schedules, reconciliations and remittances.

• Prepares T4 and other annual records as required and in accordance with
timelines.

• Processes all changes to employee master file in payroll system including
additions, deletions, rate changes, overhead rates, paid time entitlements,
and other such sensitive and confidential arrangements as required.

• Responds to payroll inquiries and provides accurate information in a timely
and customer-focused manner, ensuring proper confidentiality is maintained
throughout the process.

• Researches payroll best practices and legislation updates and provides
advice on updating or enhancing procedures and practices.



Total Compensation Administration: 
• Tracks detailed leave of absence information in the system for application per

the pension rules, and Township policies, Collective Agreement
administration (ie. seniority adjustments, vacation entitlements, pay
implications, premium adjustments, etc.)

• Acts as a liaison between management and staff on leave information,
anticipated return to work coordination and works in conjunction with HR on
accommodations.

• Administers and processes the Township’s short-term disability plan with the
third-party claims’ adjudicator and ensures plan members understand and
have all information they require.

• Initiates long-term disability claims and acts as the administrative contact for
the Township’s benefit providers during claim approval and maintenance
process.

• Ensures forms required by the Township are submitted in a timely and
accurate manner.

• Administers the health and dental benefit plan as it relates to enrolments and
employee change requests and ensures related payroll changes are made.

• Provides costing on health and dental, and paid leave benefit bargaining
proposals as directed.

• Coordinates and maintains the Township’s pension plan (OMERS).
• Provides new Plan members with an overview of the Plan and related

educational materials.
• Administers enrolments, terminations, change requests, and tracks leave data

for year-end adjustments with accuracy.
• Coordinates staff education and one-on-one consultations with OMERS

Representatives as required.
• Performs year-end reporting for OMERS and troubleshoots with the Manager

of Finance on any discrepancies in a timely manner in order to meet defined
timelines.

Other Reporting Requirements: 
• Issues all record of employment (ROE) forms for terminations, retirements,

maternity and/or parental leaves, etc.
• Assists HR and management with sensitive payroll data in a timely, accurate

and highly confidential manner.
• Maintains accurate and up-to-date electronic records and paper employee

records in accordance with TOMRMS.
• Liaises with various staff members to develop payroll budget/report and

provides assistance in the preparation of the annual budget.



 

 

 

 

Employee Life Cycle Administration: 
• In conjunction with HR, prepares new hire documentation such as offer 

letters, orientation packages, and assists hiring managers with job-specific 
orientation. 

• Administers the Learning Management System (HR Downloads) and updates 
orientation and other regular general education as required. 

• Provides orientation and education to new staff and managers on all systems 
and processes related to pay, time and attendance, benefits, pension, on-line 
learning, etc. 

• Provides recruitment support by preparing, posting, tracking, updating job 
postings on Loyalist Township and other websites. 

• Prepares applicant data and information for HR to review and distribute to 
hiring leaders. 

• Prepares hire packages. 
• Maintains database/spreadsheets/HRIS for tracking of Incident/accident 

reports, WSIB claims, employee education records, performance reviews, 
grievances, HR budget, and other data. 

• Provides all staff communications on annual holidays schedules, changes to 
hours (summer hours), new hire announcements. 

 
CONTACTS: 
Internal: 
HR Manager, Deputy Treasurer/Finance Supervisor, all people leaders, all staff, and 
Union Representatives. 
 
External: 
Group insurance representatives, various regulatory representatives, and external 
service providers. 
 
WORKING CONDITIONS: 
Normal busy office environment working conditions apply.  Will be required to attend 
meetings, programs, seminars, events which may take place at different facilities (mostly 
within the Township).  May be seated for long periods (3-4 hours) and required to do 
light physical exertion, ie. lifting. The position will require flexibility of hours of work to 
meet demands and deadlines. Occasionally required to deal with frustrated and upset 
employees with respect to sensitive and confidential information.  

The job description reflects the primary duties and responsibilities of this position and should not be 
construed to describe in detail all duties and responsibilities of the job. 
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