
JOB OPPORTUNITY 

Posting # 

_____ 
PLEASE QUOTE JOB POSTING # IN THE  SUBJECT LINE 

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in 

connection with your application may be sufficient cause for dismissal.  

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for 
an interview. 

Click APPLY and attach an up to date Cover Letter and Resume. 

POSITION:    

 REGION:

HOURS OF WORK:

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed 
to a vision of promoting a welcoming community.  As a leader in the field, Community Living Toronto offers supports to over 6,000 
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with 
employment, community support, early childhood services and respite.

QUALIFICATIONS:

JOB SUMMARY:

RESPONSIBILITIES:

ashley.lawrence
Rectangle

mailto:careers@cltoronto.ca

	Untitled

	Posting: E21-133
	Qualifications: College diploma in Business Administration, Human Resources, or a related discipline. Enrolment in Payroll Compliance Practitioner program; Certified Payroll Professional designation an asset. 1 to 3 years of previous experience running full-cycle payroll in a medium/ large corporation. Intermediate knowledge of computer software such as Microsoft Office (e.g., Word, Excel, Outlook). Basic level of knowledge of payroll and ADP systems. Strong customer service skills. Demonstrated ability to work in a fast-paced environment. Strong data entry and problem-solving skills. Detail oriented and meticulous.
	Job Summary: The Payroll Assistant is responsible for assisting the Payroll Administrator with running the bi-weekly payroll for salaried and hourly employees. Responsible for communicating with the Canada Revenue Agency (CRA) for payroll queries and follow-up actions.  Assists staff and program supervisors/managers with any payroll-related matters.
	Responsibilities: Payroll Administration• Assists the Payroll Administrator and Manager with all payroll-related tasks; ensures employee pay rates and pay retroactivity are accurate and processed on a timely basis.• Ensures payroll deadlines are met and information is submitted in a timely manner so that employees receive their pay and penalties are avoided.• Processes correction forms and makes any necessary adjustments to payroll.• Provides information required to complete payroll-related forms and remittances including Employer’s Confirmation of Income (OCF-2) and Long-Term Disability forms.• Ensures all necessary banking/tax information received every pay period are processed in the payroll system.General Administration• Prepares ad hoc reports and cheque requisitions which have been requested/approved by manager.• Provides assistance to Accounting, recording and reconciling monthly Loblaws statement receipts.• Assists Manager with other finance-related matters as required.• Monitors and track employees contacting payroll to continue their benefits on leave; provides updates to Human Resources as   necessary.
	Position: PAYROLL ASSISTANT
	Region: [Corporate]
	APPLY2: 
	Hours: 7.5 per day


