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Position Title: Human Resources Coordinator 
Department:  Human Resources 
Reports to: Director of Human Resources, Labour Relations and Change Leadership 
Job Type: Full-time Permanent 
Location: PVI / Providence Motherhouse, 1200 Princess Street, Kingston, Ontario  
Work schedule: Monday – Friday, 37.5 hours per week (Note: Must be available to work irregular hours as 
required on evening or weekends.   
Competition File #: 2024.13.01 
 
Providence Village Inc. (PVI) is an equal opportunity employer, committed to creating a diverse and 
inclusive workplace. We value and celebrate the unique qualities, perspectives and experiences each 
team member brings, and are dedicated to creating an environment where everyone feels valued, 
respected and empowered to contribute their unique skills and ideas. We welcome and encourage 
applications from candidates of all backgrounds, identities and experiences, and prioritize equity in our 
hiring processes, aiming to eliminate bias and systemic barriers to ensure fair opportunities for all 
qualified candidates. We believe that an equitable work environment leads to innovation, collaboration 
and success. Join us in building a more inclusive future together. 
 
About PVI 
PVI is an independent not-for-profit charitable organization sponsored by the Catholic Health Sponsors of 
Ontario (CHSO). Its inception stems from the visionary initiative of the Sisters of Providence of St. Vincent 
de Paul, who entrusted PVI with the stewardship of their expansive 30-acre Providence Motherhouse 
property in Kingston, Ontario, to deliver on their ambitious mission. PVI's responsibility is to nurture this 
legacy, ensuring that dedicated resources and commitment to caring for vulnerable populations in our 
community endures into the future.  
 
Position Summary 
Reporting to the Director, this position is responsible for supporting a broad range of Human Resource 
functions, including, but not limited to: Payroll, Benefits, WSIB, Talent Management and the submission 
of government taxes and reports for compensation related issues.  
 
This position provides support on highly confidential organizational functions, including interacting with 
staff, managers and union representatives. The role also supervises the reception and support staff, 
ensuring the efficient and smooth operation of reception services so that all visitors/guests are greeted in 
a professional, friendly and courteous manner.  
 
Additionally, the Human Resource Coordinator provides support to the Director as it relates to reports, 
minute taking, policy research and development for the human resources department and corporate 
initiatives. The HR coordinator will promote the PVI mission statement by providing all support and 
service in a timely, high-quality and client-focused manner. 
 
Responsibilities: 
 
Payroll 

• Maintains compliance with all applicable payroll labour laws. 
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• Responds to inquiries and provides guidance to managers and staff on all payroll matters. 
• Develops and revises any payroll-related forms as required. 
• Responsible for the interface of the payroll software and the time and attendance system. Acts as 

primary liaison with system service provider (Dayforce) for problem resolution. 
• Coordinates and resolves matters related to employee compensation and benefits.  
• Processes all data related to new hires, terminations, and changes in HR.  
• Maintains the payroll database ensuring that system records are accurate and updated. Liaises 

with department managers on payroll related matters. 
• Investigates problems relating to employee's pay and facilitates resolutions. 
• Supports the Finance team with external financial audits and miscellaneous reporting 

requirements by providing reports and data. 
• Generates and processes statutory government filing, such as T4s and Records Of Employment. 
• Manages year-end payroll process and completes all payroll annual reconciliation returns with 

accuracy and within prescribed deadlines. Prepares monthly remittances for Employer Health Tax 
(EHT). 

 
Benefits 

• Administers employee health and group pension plan, including, but not limited to: employee 
enrollment, and changes and terminations, ensuring the coverages and contributions are 
accurate. 

• Answers general benefit coverage inquiries from staff, coordinates resolution as required and 
general benefits administration. 

• Reconciles monthly premium statements, reviewing for accuracy and submits payment in a timely 
manner.  

• Records and reconciles vacation entitlements and utilization.  
• Records and monitors sick leave to ensure accurate tracking and reporting. 

 
WSIB 

• Ensures confidentiality of Workers' Compensation files, including relevant health information 
related to the claim. 

• Prepares monthly remittances for WSIB. 
• Reviews claims with Director of HR to coordinate and manage Return to Work for employees.  
• Act as the point of notification for employees regarding any incident or injury that could or has 

resulted in a Workers' Compensation claim. Point of contact for written and telephone 
correspondence related to Worker's Compensation. 

• Submits all WSIB claims and is the point of contact for all stake holders. 
• Generates all relevant documentation and forms regarding work related incidents to WSIB. 

 
Talent Management 

• Supports the recruitment process by coordinating job postings (internal and external), job 
descriptions, collects and tracks applications, performs initial screening, coordinates interviews, 
conducts references and creates letters of employment. 

• Meets with new hires to review benefits, HR policies, and corporate orientation process. 
• Tracks seniority dates (for vacation pay and wage progressions). 
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• Oversees tracking of probationary performance management requirements for operational 
departments. 

• Issues Access and Photo ID Cards to employees and responds to problems as needed. Deactivates 
access cards upon termination, retirement, resignation or when lost/stolen. 

• Updates email distribution lists. 
 
Support Services 

• Supervises support services staff in accordance with policies and procedures. 
• Communicates information through department meetings managing agendas and minutes. 
• Responds to client concerns in a timely manner. 
• Participates in the selection of new staff; coordinates staff training as required. 
• Monitors mail room activity and postage service. 
• Attends monthly operations meeting representing Support Services. 
• Covers at reception desk if needed. 
• Conducts performance evaluations for Support Services employees.     

  
Required Skills and Qualifications: 

• Post-secondary degree specializing in Human Resources or Business Administration is an 
acceptable equivalent. 

• Certified Human Resource Professional (CHRP) Designation 
• Minimum 5 years of Human Resources experience. 
• Minimum 3 years of experience in a supervisory position. 
• Recent related experience in a unionized environment, preferably in a health care setting. 
• Excellent verbal and written skills to compose various communications with extreme attention to 

detail.  
• Takes initiative with strong organizational and time management skills and the ability to problem-

solve and prioritize their workload. 
• Ability to communicate effectively, tactfully and confidentially. 
• Ability to supervise and effectively deal with performance issues.  
• Ability to delegate and organize the work of others. 
• Ability to implement project assignments, bringing them to successful completion. 
• Ability to create and distribute reports as needed. 

What We Offer: 
• Mission-driven organization that makes a positive impact in the community 
• Collaborative team environment that strives to make everyone feel valued, respected and 

empowered 
• Professional development opportunities for skill development and career growth 
• Competitive compensation and benefit packages (Salary range: $ 66,963.00 – $ 78,773.00)  
• A beautiful workplace on a picturesque 30-acre property in Kingston, rich in history and 

surrounded by nature 
 
Application Instructions:   
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Interested candidates should submit a cover letter and resume (PDF format) to HR@providence.ca no 
later than 4:00 pm on March 22, 2024 indicating the competition file # 2024.13.01. 
 
Employees are required to be fully vaccinated against COVID-19 as a condition of being eligible for the 
recruitment process. Proof of COVID-19 vaccination will be required. 
 
We thank all interested applicants, however only those selected for an interview will be contacted. 
 
The Sisters of Providence Motherhouse, located in Providence Village Inc. is situated on the traditional 
lands of the Anishinaabe, Haudenosaunee and Huron-Wendat peoples. We thank these nations for their 
care and stewardship of these lands on which we are grateful to be able to live, learn and play.  
 
We are committed to equity, inclusion and anti-oppression in all of our processes, policies and 
relationships. Our recruitment and hiring will reflect our commitment to these principles. Please notify 
the above if you require an accommodation to fully participate in the hiring process or require 
recruitment documents in an alternative format or in French. 
 
To find out more about the Sisters of Providence of St Vincent de Paul or Providence Village, visit 
www.Providence.ca or www.ProvidenceVillage.ca or follow us on Facebook and Twitter. 
 
 
 

mailto:HR@providence.ca
http://www.providence.ca/
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