Mosaik Credit Union e Mosaik
CREDIT UNION

Limited is a co-operative,
full service, financial We’re more than a bank. We’re committed to
institution in beautiful strengthening our communities and empowering
Nova Scotia.We support financial success. Through exceptional products, expert
the growth and guidance, and strong member relationships, we help
development of 9 locations individuals, families, and businesses make confident
in 8 communities. financial decisions.

is seeking a Human Resources Coordinator to join our team! This is a full
time position and will support employees across all locations.

Position Summary

Reporting to the Manager, Human Resources, the Human Resources Coordinator provides
administrative support to the human resources department and functions, including processing
payroll, maintenance of the Human Resource Information System (HRIS), administration of
employee benefits, and supporting employee recruitment and onboarding.

Key Responsibilities

e Processes payroll including preparation, validation and balancing; creates and provides payroll
reports to finance for posting; processes pension contribution remittances; issues records of
employment (ROEs) and prepares T4s

« Coordinates employee recruitment; including, creating and posting job ads, assisting in the
development of selection criteria and interview preparation; scheduling candidate interviews,
and participates and/or conducts interviews, as required

« Leads employee onboarding, including, all screening and conditions of employment; completes

all related paperwork for new employees and ensures timely processing of all documents and
payroll



« Conducts new employee orientation; including user setups, manager coordination, and employee
support

e Administers all employee personnel benefits, including, new enrolments, benefits orientation,
terminations and changes, maintenance and distribution of benefits information, leaves of
absence, coverage claims, and investigating and resolving issues

e Provides administrative support to the HR department and maintains all personnel files

e Supports in the completion of compensation and benefits surveys, as required

« Assists with coordination of employee meetings, employee events and training functions;
including logistical arrangements and catering

« Assists in the development and administration of human resources policies and procedures, as
required

o Completes other projects and duties, as assigned

Qualifications

The Human Resources Coordinator will have successfully completed post-secondary education in
Administration of Human Resources plus have two to three years related experience working in an
HR environment; or equivalent combination of education and experience. Proven experience with
payroll systems is essential.

Skills and Competencies

e Strong understanding of payroll regulations and compliance requirements

e Proven proficiency in Microsoft 365 applications, payroll and benefits systems
e Demonstrated high degree of confidentiality

« Strong time management skills

» Detail oriented, highly organized and able to multi-task

« Ability to work independently and as part of a team

e Assumes accountability, demonstrates integrity and trustworthiness

e Strong oral and written communication skills

» Strong relationship building skills

Compensation and Benefits

We offer competitive compensation to commensurate with qualifications and experience. In
addition, we offer an excellent benefit package including a flexible health and dental plan, employer
matched defined contribution pension plan, staff banking rates, paid vacation and sick time, and
professional development opportunities.
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We Would Love to Hear From You

To apply for this position, please forward your cover letter and resume to
careers@mosaikcu.ca

At Mosaik, we value diversity, equity, and inclusion within our team and in the relationships
we build with our employees and our members. If you do not meet all of the above criteria
but feel that you would be a great fit with our team, we encourage you to apply.

Mosaik Credit Union appreciates all applications, however, only candidates who have been
selected for an interview will be contacted.
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