
 
 

Payroll Coordinator 
 
Position posting number: 2109178 
Rate of Pay: Reference Non-Union 
Schedule: Temporary Full Time Assignment 
Location: Walkerton  

South Bruce Grey Health Centre is currently accepting applications for a Temporary Full Time Payroll 

Coordinator to join our team.  

This temporary position is anticipated to start November 1, 2021 and is not to exceed June 2023.  If the 

position is going to end prior to June 2023 or exceed June 2023 two weeks’ notice will be provided. 

POSITION PURPOSE 

To prepare, develop, coordinate and maintain an integrated Payroll service.  Ensure the accurate and 
timely process of a bi-weekly in-house payroll program for all employees and provide assistance, 
support and secure record-handling in areas of compensation and benefits. Provides support to other 
roles within the finance department as required 
 
Applicants must meet the following criteria: 

 Post secondary education in Business Administration and/or Payroll Accounting program. 

 Payroll Compliance Practitioner (PCP) designation or in the process of attaining through the 
Canadian Payroll Association, an asset 

 Minimum three years experience in a unionized payroll environment. 

 Proficiency with Microsoft Office Product (i.e. Word, Excel and Outlook). 

 Proficiency with Crystal reporting preferred 

 Well developed organizational, problem solving, decision-making, leadership, interpersonal, oral and 
written skills. 

 Sound knowledge of various legislated requirements (i.e. Employment Standards Act, WISB, Pension 
Benefits Act etc.) 

 High degree of motivation with proven ability to handle multiple priorities.  

 Ability to work independently and provide flexibility when required.  

 Exceptional attention to detail and accuracy a must 

 Highly motivated self-starter who is able to build successful working relationships with a variety of 
stakeholders. 

 Ability to exercise good judgement in recognizing situations that may require immediate attention 
of appropriate person/people.   

 Knowledge of the Canadian Institute Health Information MIS Guidelines and the Ministry of Health 
OHRS guidelines an asset 

 Knowledge of and adherence to SBGHC Values 

 Advocates and supports a culture of patient safety and demonstrates an understanding of how the 
department service and assigned responsibilities contribute to overall patient safety at SBGHC 
through patient safety knowledge, skills and attitudes 

 
Note:  As a condition of employment, you are required to submit proof of COVID-19 vaccination to the 
Hospital's Occupational Health and Safety department. Successful candidates will be required to submit 
proof of COVID-19 vaccination (two doses) from the Ontario Ministry of Health website or other 
authorized source directly to the Occupational Health and Safety department. In the event that you are 
unable to be vaccinated as a result of a ground protected under the Human Rights Code, you may 
submit a written explanation of the ground and any supporting documentation to determine if you are 
exempt from this requirement to the recruitment team. 
 
To be considered for this position please submit resumes to Human Resources by email to 
postings@sbghc.on.ca clearly indicating the posting number noted above.  
 
SBGHC is an equal opportunity employer. We thank all applicants, however, only those selected for an 
interview will be contacted. SBGHC will provide reasonable accommodation in compliance with AODA 
when notified by a candidate that accommodation due to a disability is required for the interview 
process. 


