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CREE NATION CHILD & FAMILY CARING AGENCY

POSITION:
Payroll Technician- Permanent Position
LOCATION:
Finance Office

OFFICE:
Opaskwayak, Manitoba
Cree Nation Child & Family Caring Agency (CNCFCA) is responsible for administering and providing for the delivery of Child and Family Services. CNCFCA is dedicated to providing comprehensive CFS Services that are community-based and incorporate both protection and prevention services. Our agency will strive to maintain family unity.

Reporting to the Director of Finance & Operations, the Payroll Technician will provide financial support to CNCFCA by:

POSITION SUMMARY:

· Maintaining in the strictest confidence, all employee records

· Preparing payroll on a bi-weekly basis for all staff

· Issuing all cheques pertaining to employees and payroll

· Voiding/cancellation of spoiled or returned cheques

· Reconciliation, preparation of journal entries and adjusting entries

· Issuance of T4s and ROEs

· Assisting in the audit process

· Provide coverage for other accounting clerks as required
· Working with the Human Resources Coordinator to administer pension and benefits

· Maintaining employee attendance and Leave Scheduler

EDUCATION AND TRAINING

· Payroll Compliance Professional or equivalent education and experience 
· Member of Canadian Payroll Association (preferred)

EXPERIENCE 

· Excellent oral and written communication skills

· Proven ability to interpret and work within a policy framework

· Knowledge of applicable legislation and standards (Federal, Provincial and child welfare)

· Ability to converse fluently in Cree (preferred)
CONDITIONS OF EMPLOYMENT

· Must pass a criminal records check, child abuse registry check and 
prior contact check.

· Cannot be active on a protection case.

· Varied amounts of travel required within this position.

· Must have a valid Manitoba driver’s license.

· Must be able to provide own vehicle for work.

Deadline: July 8, 2024 @ 4:00 PM
SUBMIT COVER LETTER & RESUME ALONG WITH THREE (3) REFERENCES MARKED “PERSONAL & CONFIDENTIAL” TO:


Human Resources Manager

Cree Nation Child & Family Caring Agency


Box 10130


Opaskwayak, MB. R0B 2J0


Fax:
204-623-3847


Email:
hr@creenation.ca
We thank all who apply and advise that only those selected for further consideration will be contacted. 

“Please visit our website at https://creenation.ca”
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