
[image: image1.png]TRENTE®

UNIVERSITY



Department of Human Resources

Exempt Job Description

Job Title:
Manager, Payroll & HRIS



Job Number:
X-014







Band:
6


NOC:
1212



Department:
Human Resources




Supervisor Title:
Associate Vice-President, Human Resources


Last Reviewed:
October 3, 2012




Job Purpose

Manages the operations of the Payroll and Human Resource Information Systems Office, ensuring data integrity and the accurate and timely production of all payrolls and statutory remittances. Plans, organizes, manages and evaluates payroll operations. Initiates policy or systems changes related to payroll system, policies and procedures. Administers a payroll system in accordance with provincial and federal laws, while remitting statutory, contractual and voluntary deductions. Develops control methods to record salaries and deductions to the accounting system. Maintains staff and faculty records for internal and external reporting. 

Plans and manages the development of systems and systems support programs and initiatives for the Human Resources department, in order to achieve departmental and organizational goals and objectives. Identifies departmental business objectives and recommends related plans and priorities for systems development and support. Liaises and collaborates with HR and external management, staff and other stakeholders on specific requirements and systems specifications. Develops business proposals based on identified needs and specifications, and makes recommendations. Manages implementation projects for new or enhanced HR systems, including database systems.

Key Activities

1. Management of the Payroll and HRIS Office: 
Manages the operations of the Payroll and Human Resource Information Systems Office, ensuring data integrity and the accurate and timely production of all payrolls and statutory remittances. Includes oversight of staff and resources allocated to payroll and HRIS, and management of the payroll website. Liaises with staff, faculty, students, pensioners, etc. concerning payroll queries. Provides guidance to managers when hiring students and/or researchers.  Provides expertise to colleagues on statutory requirements and reviews termination settlements as requested. Resolves payroll/hiring related conflicts that may arise. Interprets collective agreement language as it relates to rates of pay. 
2. Policy Development: 
Initiates policy or systems changes related to payroll system, policies and procedures, with a focus on creating greater efficiency and improving customer service.
3. Payroll Production: 
Manages and is responsible for the accurate and timely production of all payrolls with particular emphasis on the salary and pension payrolls.  Responsible for the production of the General Ledger for delivery to Financial Services.  Prepare government remittances to CRA under three separate accounts as well as the Minister of Finance for EHT. Check incoming data for accuracy and adherence to CA’s before entering in system. Manage staff including mentoring and coaching and overall leadership in all payroll functions and coordination and evaluation of the payroll department.
4. HRIS:
Plans and manages the development of systems and systems support programs and initiatives for the Human Resources department, in order to achieve departmental and organizational goals and objectives. Identifies departmental business objectives and recommends related plans and priorities for systems development and support. Liaises and collaborates with HR and external management, staff and other stakeholders on specific requirements and systems specifications. Develops business proposals based on identified needs and specifications, and makes recommendations. Manages implementation projects for new or enhanced HR systems, including database systems.
5. Ongoing Maintenance – Payroll & HRIS: 
Coordinate with Ceridian to implement changes to rates and rate formulas. Leadership with implementation and ongoing maintenance of HRIS – including set up, training, coordination of data input and integrity checks to ensure smooth transition.
6. Reporting: 
Manage all human resource reporting requirements, running monthly reports including pension reports, ad-hoc reports as requested from departments and union representatives (overtime, attendance, student employees etc.), and board reports  - checking all reports for accuracy and seeking out new ways to provide data for planning purposes. Supports collective bargaining process by providing detailed reports to management, and responds to complex queries from union reps on these reports.
7. Special Deductions: 
Advertise for Canada Savings Bonds and input deductions in payroll as well as with the Bank of Canada.  Electronically submit to Bank of Canada each pay.  Input United Way, Development Fund, Family Support deductions and requisition monthly cheques. Calculate CRA Third Party Demands and garnishments – calculate and setup deduction, requisition monthly cheques
8. Communication:     
Liaise with appropriate agencies and bodies to stay abreast of any changes in federal and provincial payroll legislation and regulations. Calculate and communicate in a timely manner effects of changes in the payroll legislation.
Analytical Reasoning
· Responsible for researching business needs of the institution and making a recommendation on a human resource information system. Managed RFP process, and negotiated contract with vendor. 

· Responsible for assisting in the resolution of complex pay related problems such as call-in or over time grievances. Assists managers in understanding the complexities of the impact of such policies on rates of pay, interpreting ESA and collective agreements.

· Review of settlements for statutory compliance can be complex and involves knowledge of the ESA and relevant collective agreement language (where applicable).

· Creating & changing/re-writing reports involving complex formulas – take desired outcome and decide what databases and database items are needed to formulate said outcome then determine whether or not formulas were successful in achieving this.  If not, formulas need to be re-examined and modified until the desired result is obtained.

Decision Making

· Authority to make determine process by which vendors are selected. Responsible for substantive recommendation on choice of vendor and contract obligations.

· Responsible for the design of systems that facilitate strategic planning. 

· Responsible for accuracy of all reports and payroll as ultimately decides when process/review is complete. 

· Decide whether or not to accept and process late changes/additional items with current pay run.  If the decision is made to process a particular late item, it has to be done so knowing that all other late items must also be processed to remain fair.   

Impact

· Impact of choosing the wrong vendor could be costly in terms of actual dollars committed to the project but also time of staff involved, lost productivity, damage to reputation and ultimately the compromising of the payroll system.

· The positive impact of providing accurate reports for strategic planning is very significant. Currently 85% of the institution’s operational budget is spent on human resources and benefits. Increased reporting capacity will improve accountability and executive decision making. Benchmarking HR data into a report card will improve recruitment and retention.   

· Inaccurate or incomplete reports can have a significant impact on the collective bargaining process and may impact precedent setting decisions that can be costly (e.g. pension and benefit changes). 

· If a decision is made not to process late items, it would result in a delay of payment to the employee.  This could result in having to deal with an irate employee and/or manager which, depending on the outcome of reasoning, could be escalated to the Director, Human Resources & Faculty Relations and/or a grievance being filed.  

Education Required

· Honours University Degree (4 year) in Administration, Accounting or equivalent. 

· Must possess a minimum PCP certification (Payroll Compliance Practitioner) through the Canadian Payroll Association.

Experience Required

· 5+ years of Payroll/HRIS experience combined with 3+ years of supervisory experience.

· Experience with computer programs for payroll management.
· Experience in Human Resources Management.
· Experience working with multiple collective agreements.  Must have superior skills with attention to detail as well as time management/organizational skills and provide excellent customer service to all internal and external clients.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others:
· Payroll Clerk - responsible for the hiring of this position as well as conducting performance appraisals measuring the competence of day to day activities. Intervene in situations where there may be discrepancies or misinformation between a client and what this employee has said or done establish the appropriate course of action to resolve.

Indirect Responsibility for the Work of Others: 
· HR Assistant, Staffing - checking appointment letters for accuracy. Training as Payroll/HRIS backup.

Communication

Internal:
· Financial Services employees – to obtain signatures, discuss unusual situations, GL interfaces, payroll transfers, contract for service T4A’s etc.

· Admin Assistant, Dean’s Office – to co-ordinate full-time and part-time faculty payroll changes.

· Faculty, Staff & Students – answer payroll queries and advise on procedures.

· Security Officers – co-ordinate delivery statutory remittances to bank.

· IT Employees – co-ordinate system upgrades, access to payroll server, validate requests for email and file access.

External:
· Ceridian Canada Ltd – co-ordinate changes to payroll.

· Service Canada – issuing Records of Employment.

· Canada Revenue Agency – payment of statutory remittances, taxation queries, year-end tax forms, third party remittances etc.

· McColl Turner – supply auditors with payroll materials and answer queries.

· Superior Court of Canada – remittance of garnishments.

· Family Responsibility Office – remittance of family support payments.

· Bank of Canada – co-ordinate annual CSB program and ongoing remittances.

Motor/ Sensory Skills

· Dexterity - Keyboarding - speed and accuracy, Calculator - speed and accuracy

· Fine - Writing information accurately 

· Visual - using computer for long periods at a time

· Hearing - customer service, meetings, etc.

Effort

Mental:
· Concentration - all tasks requiring attention to detail

· Focus - accurate data entry, making calculations and decisions

Physical:
· Sitting - keying payroll information, general duties

· Bending - retrieving employee files 

· Lifting - receiving payroll packages and taking pay stubs to mail room

Working Conditions
Physical:
· Repetitive Strain – large volumes of data entry causing sore muscles

· Noise – dealing with traffic noise from hallway

· Odours – smelling paint and varnish from carpenter shop

· Drafts – dealing with drafts when loading dock doors open

Psychological:
· Demands – dealing with conflicting priorities and deadlines

· Confrontation – dealing with difficult people

· Interruptions – frequent interruptions add to anxiety of meeting deadlines

Job Number: X-014
Page 4 of 5
Last updated:  October 2012

