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PAYROLL & BENEFITS ADMINISTRATOR 
 

The Port of Prince Rupert is located on the scenic North Coast of British Columbia. As 
Canada’s second largest West Coast port, the Port is strategically situated on the Pacific Rim, 
with the deepest natural harbour in North America and direct connections to the North 
American continent by CN Rail’s network reach. Its facilities include modern, high-
throughput coal and grain terminals, two cruise terminals and an innovative, intermodal 
container terminal anchoring the fastest and most reliable trade corridor on the West Coast. 
 
Prince Rupert is home to amazing wildlife and wilderness adventures, unique history and 
cultural experiences, and the spectacular scenery of the rugged Coast Mountain Range and 
the Great Bear Rainforest. Easily accessible by air, rail, cruise ship, ferry or car, Prince 
Rupert’s attractions include First Nation cultural works of art, fine North Coast galleries and 
boutiques, parks and walking trails, restaurants, and coffee shops. A balanced lifestyle might 
include enjoying a round of golf on the golf course or spending time out on the water 
kayaking, fishing, or taking in the scenery. Reasonable housing costs, organized sports, 
volunteer opportunities, modern recreation facilities, community groups and festivals all 
contribute to a comfortable and fulfilling lifestyle for those living in this community. 
 
Watch video clip of Prince Rupert at:  https://vimeo.com/259248722 
 
 

POSITION SUMMARY 

Reporting to the Manager, Finance, the Payroll and Benefits Administrator is responsible for 
collaborating with Management and Human Resources for accurate administration of the full 
cycle benefits and payroll processing within established practices and guidelines. 
 

MAJOR POSITION ACCOUNTABILITIES 

1. Process bi-monthly payroll for all salaried and hourly employees, as well as monthly 
payroll for Board of Directors. 

2. Compile payroll information such as vacation time, benefits, and other deductions. 

3. Maintain confidential and sensitive information pertaining to employee matters such as 
performance appraisals, disciplinary actions and employee investigations. 

4. Review timesheets for completeness and accuracy. 

5. Ensure that employees are categorized and allocated to correct cost centers. 

6. Create required internal management reports from the payroll system. 

7. Adhere to all Authority payroll policies and procedures. 

8. Create payroll profiles for all new employees and maintain employee profiles, ensuring 
that they are up to date. 

9. Assist in the onboarding of new employees (completion of benefit forms and input into 
the payroll system). 

https://vimeo.com/259248722
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10. Ensure all wage changes are made accurately and in time for affected pay periods. 

11. Follow payroll procedures for terminated employees. Issue Records of Employment. 

12. Administer benefit payments to plan providers.  

13. Stay current with payroll regulations, standards, and work methods. 

14. Reconcile payroll totals and ensure all deductions and health benefit plans are made as 
scheduled. 

15. Ensure accurate processing of sick pay, benefits, and vacation payouts. 

16. Respond to employee and government agency inquiries regarding payroll. 

17. Ensure the creation and timely distribution of T4s and perform year-end audit 
reporting duties as required. 

18. Reconcile all payroll clearing accounts. 

19. Perform other duties as assigned. 
 

WORKING CONDITIONS 

 Works predominately in an office environment. 

 Regular, full-time position (37.5 hours per week). Regular working hours are Monday to 
Friday, 8:00 AM to 4:30 PM, with one-hour lunch break (unpaid). 

 

JOB SPECIFICATIONS  

 Formal Education 

 Certified Payroll Compliance Practitioner and a member in good standing with the 

Canadian Payroll Association. 

 Minimum 2 years in a recognized accounting or business program. 

Related Experience 

 3 to 5 years of payroll and accounting experience. 

 Experience with Employee Benefit Programs. 

Other Requirements 

 Thorough knowledge of payroll processing, payroll compliance, and labour standards. 

 Experienced in cashiering and processing payments and entering deposits. 

 Knowledge and application of basic accounting principles 

 Proficient in the Microsoft Office Suite. 

 Good customer service skills. 

 Good organizational skills and attention to details. 

 Demonstrated ability to manage multiple projects concurrently and to effectively 
handle changing priorities. 

 Enthusiastic and self-motivated. Works well individually as well as in a team 
environment. 

 Thrives in high-paced entrepreneurial environment. 

 Provide proof of full vaccination against COVID-19 with a vaccine approved by Health 
Canada. 

 Able to obtain security clearance under Transport Canada's Security Clearance 
Program. 

 Possess valid Class 5 Drivers Licence. 
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Individuals of Indigenous descent are strongly encouraged to apply. 
 
 
Interested candidates are requested to submit their application in confidence by Monday, 
July 18, 2022.  
 
 
 
 
    Director, Human Resources 
    Prince Rupert Port Authority 
    200 – 215 Cow Bay Road 
    Prince Rupert, B.C., V8J 1A2 
    Fax:  (250) 627-8980 
    Email: careers@rupertport.com  

No telephone inquiries please. 

mailto:careers@rupertport.com

