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The Manitoba First Nations Police Service (MFNPS) is %/ \ 2
seeking applicants for the position of: i !
Position: Finance/Payroll Clerk =ldibdles
Reports to: Finance Manager
Accountable to: Chief of Police
Location: Headquarters, Brandon MB
Hours: Full-time Monday to Friday

Job Summary:

The Manitoba First Nations Police Service is seeking a highly organized and detail-oriented
Finance/Payroll Clerk to perform finance and payroll duties. The Finance/Payroll Clerk will be responsible
for maintaining accurate finance/payroll records and supporting the operational needs of the police
service. This role requires a professional with experience in data entry, financial understanding and
payroll systems.

KEY RESPONSIBILITIES:

¢ Maintain and update employee information, such as records of employee attendance, leave and
overtime to calculate pay and benefit entitlements

e Prepare and verify statements of earnings for employees, indicating gross and net salaries and
deductions such as taxes, union dues, garnishments, insurance and pension plans

» Prepare, verify and process all employee payroll related payments, including regular pay, benefit
payments, and special payments such as bonuses and vacation pay
Ensures a process is followed for all financial/payroll function
Prepare payroll related filings and supporting documentation, such as year-end tax statements, pension,
Records of Employment and other statements as needed

« Provide information on payroll matters, benefit plans, and collective agreement provisions
Compile, review, and monitor statistical reports, statements, and summaries related to pay and benefits
accounts

¢ Prepare and balance period-end reports and reconcile issued payrolls to bank statements

o Identify and resolve payroll discrepancies

¢ Calculate, prepare and issue documents related to accounts such as bills, invoices, inventory reports,
account statements and other financial statements using computerized and manual systems

+ Code, total, batch, enter, verify and reconcile transactions such as accounts payable and receivable,
payroll, purchase orders, cheques, invoices, cheque requisitions, and bank statements in a ledger or
computer system

o Compile budget data and documents based on estimated revenues and expenses and previous budgets

¢ Prepare period or cost statements or reports

» Calculating costs of materials, overhead and other expenses based on estimates, quotations and price

Serve.
Protect.
Respect.

Office: 204-856-5370 60132-A Highway 10

Fax: 204-856-5389 Brandon, MB R7A 5Y5
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¢ Respond to customer inquiries, maintain good customer relations and solve problems
s Perform related clerical duties, such as word processing, maintaining filing and records systems

QUALIFICATIONS

Highly organized and detail orientated

Must have previous experience in finance/payroll

Exceptional verbal and written communication skills

Ability to work under pressure and in a dynamic environment

Strong organizational and multitasking abilities with attention to detail

Excellent attention to detail and accuracy

Ability to work with minimum supervision and act independently

Demonstrate and fundamental understanding of Indigenous culture

Must have a secondary school diploma. Certificate, diploma, or degree in business
administration with a specialization in finance

¢ Must be proficient with MS Office365 programs such as Word, Excel, Outlook, Teams and
SharePoint

SALARY & BENEFITS:

MFNPS offers a competitive salary and comprehensive benefits package. The salary range for this
position is $61,786 — $69,106 annually, commensurate with qualifications, experience, and
organizational requirements. This position is an out-of-scope, non-union role and is not subject
to the Collective Bargaining Agreement between MFNPS and the Manitoba First Nations Police
Association.

OTHER REQUIREMENTS:

A thorough background check wilt be completed prior to start date A valid
Class 5 Drivers license is required

DEADLINE FOR APPLICATIONS: June 19, 2026 15:00HRS
A complete application package should include:

. Cover letter

. Resume

. Written Letter of Reference

N Completed Consent to Release (available on website)

Please forward necessary documents to:
Human Resource Generalist
Manitoba First Nations Police Service
60132-A Highway 10, Brandon MB R7A 5Y5
Fax: {204) 856-5389, Email: humanresources@mfnp.ca
MFNPS appreciates the interest of all applicants: only those who receive and interview will be
contacted. As an Indigenous employer we encourage First Nation, Inuit and Metis applicants to

apply.



