
 

 

 

ANHBC Member Houses:  
Alex NH, Cedar Cottage NH, Frog Hollow NH, Gordon NH, Kitsilano NH, 
Mount Pleasant NH, South Vancouver NH and Sasamat Outdoor Center 

 
 

Payroll and Benefits Manager 
Central Services, ANHBC 

(Internal and External Posting) 
 
The Association of Neighbourhood Houses of BC (ANHBC) is currently seeking an energetic and experienced Payroll and 
Benefits Manager to join the HR team at Central Services.   
 
Incorporated in 1894, ANHBC is a non-profit charitable organization made up of seven neighbourhood houses and an 
outdoor centre in the Lower Mainland.  We have over 500 staff and work with thousands of volunteers from all walks of life.   
 
Accountability:   
Reporting directly to the HR Director, the Payroll and Benefits Manager is responsible for managing the Payroll and Benefit 
programs and process to ensure that payroll and benefit programs and services are provided in a timely, accurate and 
efficient manner for all employees of ANHBC. He/she is also responsible to ensure that all payroll and benefits policy, 
process and practice are in compliance with current laws, legislations, regulations, Collective Agreements, generally 
accepted accounting principles, and organizational policies and procedures.  She/he is also expected to work 
collaboratively with management staff across the organization on compliance, process-improvements and communication 
related to payroll and benefits.   
 
Key Duties and Responsibilities: 

 Manage employee payroll and benefits programs and process to ensure timeliness, accuracy and efficiency 

 Liaises with employees, managers and external service provides to resolve escalated payroll and benefits issues   

 Issue payroll and benefits related government records and reports, such as ROE, WCB reports, T4, ICBC forms; 
respond to inquiries from CRA and other government authorities on matters related to payroll and benefits  

 Compile and submit payroll and benefits related and specialized reports and surveys to funders 

 Identify gaps and opportunities in compliance, process improvement and streamlining in payroll and benefits 
related areas; work collaboratively from cross-functional team and service providers to explore and find solution   

 Ensure confidentiality, consistency and compliance in payroll and benefits practice and process  

 Train, coach, manage and evaluate staff and/or volunteers under his/her supervision 
 
Qualifications: 

 Minimum of three years of hands-on experience processing and managing full cycle payroll and benefits in fast 
paced environment with high volume;  experience working in a complex organization with unionized and non-
unionized workforce, charitable and/or non-profit sector is considered a great asset 

 Completion of high school, preferably with a post-secondary degree in business, finance, HR or a related 
discipline; PCP or CPM certificate considered a great asset 

 Experience working with a computerized payroll and benefits system; experience with ADP, Report Smith and 
Sage 300 highly desirable 

 Experience introducing and implementing payroll and HRIS system, such as ADP Workforce Now, considered a 
great asset 

 Advanced level computer skills in all key Microsoft Office suite, particularly in Excel   

 Strong communication and interpersonal skills; excellent verbal and written communication skills in English 

 Demonstrated ability to exercise discretion and sound judgment  

 Organized, detail oriented; ability to prioritize and complete high quality work under tight timelines and pressure 

 Ability to work well independently and in a team environment; managerial and supervisory experience an asset 
  

This is a regular full time position; salary commensurate with experience.   
 
For more information about the Association of Neighbourhood Houses of BC, please visit www.anhbc.org. 

 
The Association of Neighbourhood Houses of BC is an equal opportunity employer.  We place a high value on diversity 
and encourage qualified individuals from all backgrounds and identities to consider applying for the position. Our total 
compensation and benefits package reflects our commitment to our staff and their family.  All qualified individuals are 
encouraged to email their application to careers@anhbc.org by Friday April 6, 2018.     

 
We thank and acknowledge all applicants and will proactively contact those selected for interviews. 

http://www.anhbc.org/
mailto:careers@anhbc.org

