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Decision Making

Degree
Provides payroll services, following clearly prescribed practices, to department or facility by
processing payroll and benefits information, data entry and other clerical duties. Verifies and
processes employee work records/daily flow sheets and resolves issues using a selected number 20
of alternatives.
Education Degree

Office Administration certificate (Saskatchewan Polytechnic 924 hours)
Plus CPA Compliance Payroll Legislation and CPA Payroll Fundamentals 1 (NAIT 126 Hours/2 = 63 Hours)(Rating of 3.5)

3.0
*As per the MOA regarding the Education factor review (January 2019) the JJEMC will continue to utilize 864 hours as no
other factors were impacted by this change. The education rating will remain at (3.0)

Experience Degree
Nine (9) months previous experience performing payroll and accounting functions in a
computerized payroll environment. Twelve (12) months on the job experience to consolidate
knowledge in payroll/accounting practices with regards to federal and provincial legislation,

S ) o 5.0
and/or benefits administration, collective agreements, computer software and become familiar
with department policies and procedures.

Independent Judgement Degree

Provides payroll support according to defined standard practice or established procedures.

Minor operating problems are resolved with limited analysis. Direction is sought when

solutions to problems are not within parameter of established practices. 30
Working Relationships Degree
Regular contact with employees and outside agencies using tact and discretion. Requires

appropriate tact to discuss payroll issues and payroll data.
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Job Title Payroll Assistant

Code 31
Impact of Action Degree
To alimited degreejncorrectdataentrywill resultin payroll errorscausingstaffinconvenience
delaysto subsequernteports/recordandembarrassmerih employeeelations.
2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocessesProvidesfunctionalguidanceo staff (e.g.work record/dailyflow sheet
preparationcoding,allowances).
15
Physical Demands Degree
Regularphysicaleffort sitting with frequentperiodsof computeroperatiorwhile
communicatingonthephone.
2.5
Sensory Demands Degree
Regularsensornyeffort in the preparatiorof payroll reports,computemwork/dataentryand
communicatiorwith periodsof competingmultiple sensorydemands.
2.5
Environment Degree
Occasionaéxposurego minor conditions,suchasverbalabusejnterruptionsandmultiple
deadlines.
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