
 
 

Full-Time Payroll Clerk 
Riverside Health Care Facilities 

Job Ref # 14-2021  

 
Riverside Health Care is a fully accredited multi-site, multi-faceted health care system providing 
service to the Rainy River District in spectacular Northwestern Ontario.  The organization 
encompasses a number of major sites including LaVerendrye General Hospital, Rainycrest 
Long Term Care, Rainy River Health Centre, Emo Health Centre, and others. 
 
Riverside Health Care is actively recruiting a responsible individual for a Full Time Payroll Clerk 
position. 
 
Qualifications: 
 

 Human Resources or Business Diploma, Canadian payroll Certification, or equivalent 
related post-secondary education, or combination of equivalent education and 
experience acceptable to the employer; 

 One to three years’ experience in a payroll and scheduling; 

 Experience in a unionized environment; 

 Demonstrated experienced in computerized payroll/HRIS programs; 

 Demonstrated ability to function under deadlines, work independently and cope with 
high volumes of work; 

 Must be co-operative, conscientious, reliable, and have good interpersonal 
relationships; 

 Demonstrated ability to function effectively in a fast paced healthcare environment with 
excellent organizational and time management skills with the ability to multitask and 
prioritize workload; 

 Dependable with a verifiable acceptable attendance record; 

 Proven ability to perform the essential duties of the position on a regular basis. 
 

Responsibilities: 

 

 Responsible for all payroll processing, maintaining and reconciling payroll records, 
producing necessary reports, responding to payroll inquiries by staff. 

 Assist in the development and maintenance of the payroll and HRIS system.  Training 
and mentoring other staff on the proper development and application of Payroll/HRIS 
system. 

 Compile, post and verify information for payroll changes, eg. transfers, leaves and 
terminating employees, benefit changes, increments, status changes, probation periods. 

 On-boarding and entering new hires into the payroll system with correct status, 
compensation and benefits. 

 Perform other duties as may from time to time be assigned. 
 
If you are looking for a role designed to help enhance your Payroll skills and are an energized, 
committed professional who can set goals and deliver results, please ensure that you apply or 
discuss this opportunity with us. Salary will be competitive and commensurate with education 
and experience. 
 
Interested candidates are invited to confidentially explore this opportunity or submit their 
resume and cover letter to: Human.Resources@rhcf.on.ca by Monday, April 12, 2021. 
 
Riverside Health Care Facilities is committed to ensuring that all employment practices are 
inclusive. As an organization we are committed to providing and arranging accommodation for 
candidates upon request. 
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