EMPLOYMENT OPPORTUNITY

Strathmere
Lodge Payroll Assistant
*{ Caring for seniors Temporary, Full-time Contract (12 months)
in Middlesex

About Strathmere Lodge

Strathmere Lodge is a not-for-profit, long-term care home that is owned by the County of
Middlesex. Opened in 2006, this facility sits on a five-acre site on the outskirts of Strathroy. The
home provides care to 160 residents in accordance with Ontario legislation and standards
established and monitored by the Ministry of Health and Long Term Care.

Working at Strathmere Lodge

At Strathmere Lodge, you will have a chance to make an impact in your everyday work and build
lasting relationships. We offer a culture that values inclusion, diversity, and employee
development. We invest in our people to help them leverage their strengths to achieve their career
aspirations. Come and join our team!

Position Overview

Under the general direction of the Director of Resident Care and the Assistant Director of Resident
Care, the Payroll Assistant is responsible for the coordination of the staffing master schedules
and payroll information for the nursing department. This temporary, full-time position is unionized
and is for twelve (12) months in length.

Qualifications

e 2-year post-secondary diploma in payroll administration, business or accounting or related
discipline
1 to 2 years of experience in payroll and staffing in a dynamic environment
Payroll and scheduling within a unionized environment, preferred
Experience with Staff Schedule Care (SSC) is an asset
Working knowledge of payroll, staffing models and application of collective agreement
provisions
Demonstrates proficiency in Microsoft Office Suite (Word, Excel, and Outlook)
Strong clerical skills and a keen eye for detail to examine documents for accuracy and
completeness
Strong organizational skills and ability to multi-task to manage changing priorities
Excellent interpersonal and communication skills, both oral and written
Ability to use tact and diplomacy in dealing with sensitive and confidential information
Current Criminal Record Check with a Vulnerable Sector Screening that is satisfactory to
Strathmere Lodge/County of Middlesex

Additional details and a full job description are available at www.middlesex.ca.

Location
The position is located at 599 Albert Street, Strathroy, Ontario.


http://www.middlesex.ca/

What We Offer
e Competitive compensation: the pay rate for this position is $27.29 to $27.94 per hour plus
13.75% pay in lieu of benefits and 4% vacation pay
e Ability to participate in the OMERS (Ontario Municipal Employees Retirement System)
pension plan
o Employee and Family Assistance Program
¢ Ongoing training and development

How to Apply
If you are interested in this opportunity, please submit your cover letter and resume to Tanner

Ready, Human Resources Coordinator, by email at hr@middlesex.ca by 4:30 p.m. on Friday,
August 18, 2023.

We welcome all interested candidates to apply. If you do not meet every qualification in the job
description but your skills and experience align well with the role, we encourage you to consider
applying. You may be the right candidate we are looking for with this role or other roles at
Strathmere Lodge.

Accommodations

Strathmere Lodge and the County of Middlesex are an equal opportunity employer. We are
committed to a diverse and inclusive workplace for everyone. Accommodations are available
throughout the recruitment process. If you are contacted for an interview, please advise us of any
accommodations that may be required. This information will be treated confidentially and only
used for the purpose of providing an accessible recruitment experience.

Additional Information

We thank all applicants who apply, but only those applicants to be interviewed will be
acknowledged. Personal information is collected under the authority of the Municipal Freedom of
Information and Protection of Privacy Act and will be used for candidate selection purposes only.



mailto:hr@middlesex.ca

