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Decision Making

Facilitates the processing of payroll/benefit services for a department/program/facility.
Solutions to payroll and benefits problems may be resolved by interpreting existing procedures
and practices. Choice of action when determining source information to resolve issues.

Degree

3.0

Education

Grade 12. Business Accountancy diploma (Saskatchewan Polytechnic 1500 hours) plus The Canadian
Payroll Association Payroll Compliance Practitioner course (NAIT 126 hours) (Rating 4.0)

*As per the MOA regarding the Education factor review (January 2019) the JJEMC will continue to utilize
1984 hours as no other factors were impacted by this change. The education rating will remain at (4.5).

Degree

4.5

Experience

Twelve (12) months previous experience performing payroll and accounting functions related to
collective agreements. Twelve (12) months on the job experience to consolidate knowledge in
payroll/accounting practices with regards to federal and provincial legislation, and/or benefits

administration, collective agreements, computer software and become familiar with department
policies and procedures.

Degree

5.0

Independent Judgement

Performs payroll and benefit functions in accordance with regulations, benefit plans and

collective agreement language. Uses a variety of methods to analyze and troubleshoot payroll
and benefit problems to achieve the desired outcome.

Degree

Working Relationships

Has regular contact with and provides technical explanation and/or advice to managers and
other employees.

Degree

3.5
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Impact of Action Degree
Inaccuratedataentry mayresultin payroll errorsanddelaysubsequernteportsandrecords.
Inaccuratecalculationdor benefitdeductionsnayresultin identifiabledeteriorationn
employeeelations.
2.5
Leadership and/or Supervision Degree
Providesoccasionafunctionalguidanceo managememntegardingnterpretatiorof collective
agreementandlegislation.
2.5
Physical Demands Degree
Regularphysicaleffort performingcomputeroperationrequiringfine motor skills and
performingvariousoffice duties.
2.0
Sensory Demands Degree
Regularsensoryeffort in the preparatiorof payroll reports,computeroperationand
communicatiorwith periodsof competingmultiple sensorydemands.
2.5
Environment Degree

Occasionaéxposurego minor conditions,suchasverbalabusejnterruptionsandmultiple
deadlines.

2.0






