
 

 

The Vernon School District is centred in the City of Vernon, BC and is located at the north 
end of the beautiful Okanagan Valley near both Okanagan Lake and Kalamalka Lake. Our 
district combines all the amenities available in larger centres with a small town feel. 

The District’s motto, “A Great Place to Learn” epitomizes the wonderfully rich opportunities 
that our geographical location offers our students, and our 1200 employees as they pursue 
life-long learning and have access to a wonderful lifestyle. 

 

 
Posting #76 Payroll & Benefits Coordinator 

 
The Payroll and Benefits Coordinator is a key position in the district's Finance Department. Reporting to the Assistant 
Secretary Treasurer, this position provides leadership to the payroll team and is responsible for the operation of the 
payroll department including supervising staff, reviewing payrolls, maintaining records, preparing a variety of reports and 
responding to inquiries.  

As our ideal candidate, you will have: 

 Payroll Compliance Practitioner (PCP) Certification, or equivalent. 

 Canadian Payroll Association - Introduction to Payroll Management or equivalent. 

 Two years of recent successful experience including the completion of a full payroll cycle, benefit administration, 
and the proven ability and training to manage computer-based information systems (data input, file maintenance, 
data retrieval), in order to be familiar with all aspects of payroll department operations. 

 Recent successful supervisory experience. 

You will have intermediate to advanced computer skills to accurately and efficiently utilize word processing, spreadsheet, 
database and communication software and the ability to communicate effectively both orally and in writing, with 
employees and the public. You will be organized, efficient and able to manage deadlines while providing exceptional 
customer service to our employees.  

This posting closes on Sunday, May 30, 2021. Full job description available, and applications accepted, on posting site 
MakeaFuture.ca 

This position is unionized, CUPE Local 5523 and is a 12-month full-time position, 35 hours per week. Compensation 
includes a comprehensive benefit package.  


