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STZ’UMINUS FIRST NATION  
PAYROLL ADMINISTRATOR – PERMANENT 
Ladysmith, BC 
 
General Summary 
 
The Payroll Administrator is responsible for all aspects of payroll processing and administration 
in a union and non-unionized environment.  The ability to work under tight timelines, perform 
manual payroll calculations such as retroactive rate changes, and an extreme attention to detail 
is essential to this position. 
 
This role is exceptionally suited for a payroll professional looking to expand their portfolio by 
gaining industry experience in a non-profit environment while supported by a Finance Manager 
with a CPA, CGA designation.   While the successful applicant must have previous payroll 
accounting experience, this is an opportunity to learn the functions of full-cycle accounting in 
AR, AP, and general accounting processes.  
 
Motivated individuals will also have the chance to gain experience in assisting staff on updating 
policies & procedures, increasing efficiencies in accounting processes, and assisting our 
auditors at year-end.  
 
Stz’uminus First Nation has an excellent Finance Team and work-life balance! 
 
Primary Responsibilities 

 Responsible for full-cycle bi-weekly payroll for approximately 160 union and non-union 
employees in accordance with SFN Employee Policies, union contract, and the Canada 
Labor Code 

 Ensure all related pay deadlines are strictly adhered to 
 Employee Leave balance reporting 
 Process payroll for direct deposits, calculate payroll deductions, taxes, and pension 

contributions 
 Review submitted timesheets for accuracy and proper approval from management  
 Process new hires, terminations, and respond to inquiries on benefits 
 Responsible for the coordination efforts between payroll, HR, benefits administration, 

budget, and other departments to ensure proper flow and maintenance of employee data 
 Establish and maintain employee records, ensure employee changes are entered correctly 

and made on a timely basis, review changes for proper authorization and adherence to policy 
 Respond promptly to payroll inquiries from employees and resolve all payroll issues. 
 Benefits administration in a back-up capacity 
 Develop and implement updated payroll processes and systems 
 Document payroll processes 
 Other accounting duties as required 
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Qualifications and Experience 

 Minimum 2 years’ experience in full-cycle payroll processing and administration required 
 Payroll Compliance Practitioner (PCP) certification or equivalent education required 
 Intermediate proficiency with MS Excel, proficiency with MS Word and Outlook 
 Experience working with ADP an asset 
 Working knowledge of applicable labor code, health and safety legislation, related payroll 

regulations, e.g., ROEs, T4s, T2200, taxation an asset 
 Excellent consultative, analytical, and planning skills 
 Strong math skills and attention to detail 
 Ability to handle information with strict confidentiality and exercise extreme discretion 
 Experience with collective agreements in a unionized workplace an asset 
 Ability and willingness to contribute effectively in a team environment 

Interested and qualified applicants are invited to submit a cover letter and resume via Canada 
Post, e-mail, or fax by the closing date of Friday, February 5, 2021, at 4:00 p.m. to the 
following:  

 
Attention: Human Resources Advisor 

12611-A Trans Canada Highway 
Ladysmith, BC V9G 1M5 
Fax: 250-245-3012 
E-mail: resumes@stzuminus.com 

 


