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CUPE 2745 MEMBERS - Permanent and Casual
   DISTRICT ADMINISTRATIVE SUPPORT 5 – PAYROLL SUPERVISOR

2017 - 2018 School Year

Duties of Position:


As per attached job description.  This position is responsible to perform related duties as required for the efficient completion of the district payroll and to supervise other payroll clerks. For more specifics on this assignment, please contact the District Human Resources Department.

Essential and Desirable Qualifications:  As per attached. Graduation from high school supplemented by post-secondary training, typically a one-year program in a related field and a minimum of six years’ related work experience; including two years’ supervisory experience; or any equivalent combination of training and experience.  The successful candidate must have a strong working knowledge of Microsoft Office - Word, Excel and E-mail.      Written and verbal competence in English, as well as, strong written, analytical and communication skills are essential.  

The successful candidate must be well organized, courteous, self-motivated and have demonstrated ability to work well in a busy environment under deadline pressure.  Strong interpersonal skills are essential; teamwork will be required.

Candidates must demonstrate on their applications how, when and where they have acquired the qualifications and skills required for this position.
Applicants may be required to demonstrate the working requirements of this position through ability testing and achieve a pre-determined results standard as established by the district.   Arrangements will be made for this testing at the District Office prior to the assignment.
Location and Hours of Work: 
· Office of the Superintendent - Miramichi – DAS V – Payroll Supervisor- Competition- #17-364
One (1) vacant position – 7.25 hours per day – 36.25 hours per week – 12 month
Effective June 18, 2018
Wage or Salary Rate:



$1,724.00 – $2,198 bi-weekly (as of September 1, 2017) 

Date of Posting:  Monday, November 27, 2017
Closing Date:      Friday, December 8, 2017 @ 4:30pm
Apply To:    Anglophone North School District


          78 Henderson St., Miramichi, NB

                     E1N 2R7


          Fax:  506-778-6090


          Or email to: ASDNJobs@nbed.nb.ca

Please send a separate application for each position and include your complete mailing address and phone number where you can be reached with your application.
EMPLOYMENT OPPORTUNITIES


WE ARE AN EQUAL OPPORTUNITY EMPLOYER








