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TITLE: Payroll and Benefits Clerk
SECTION: School Board Office — Business Services
REPORTS TO:



35
Revised: November 17, 2023
Revised: June 8, 2007

9. Responds to requests from government agencies, school districts, financial institutions,
WCB, private organizations, collection agencies, employees and union groups.

10. Prepares, balances and enters data for year-to-date adjustments, Workers’
Compensation, Municipal Pension Plan and year-end reports such as T4.

11. Provides back-up support to other payroll clerks.
B. BENEFITS RELATED:

1. Participates on JEIS (Joint Early Intervention Service) team as Absence Advisor regarding
CUPE staff under the PEBT plan.

C. OTHER:
1. Operates standard office equipment and provides first-line maintenance as required.
2. Provides back-up/support to other Payroll and Benefits Clerks.

3. May, on occasion, be required to perform other job-related duties as assigned.






EMPLOYEE NAME:

35

Revised: November 17, 2023

JOB EVALUATION

COVERING

SCHOOL DISTRICT NO. 79 (COWICHAN VALLEY)
(EMPLOYER)

AND

CANADIAN UNION OF PUBLIC EMPLOYEES LOCAL 5101
(UNION)

ADVICE OF RATING
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