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Job Purpose

Reporting jointly to the Manager, Payroll & HRIS and the Director of Pension, Benefits & Payroll, the Payroll & Benefits Assistant will assist in the production of Trent’s bi-weekly payroll and will provide support in providing effective administration of the Trent Pension Plans.  The Payroll & Benefits Assistant will support the implementation of a new Human Resources Information System (HRIS) through data entry as required.  This position will also support the Group Benefits Advisor in providing effective administration of university’s group benefit plans (Exempt, OPSEU, TUFA, CUPE).   

Key Activities 
Payroll;
1. Maintain system profiles for bi-weekly pay groups.
2. Responsible for issuing, checking and processing timesheets for groups on the bi-weekly pay.

3. Setting up and issuing honorarium payments on the bi-weekly pay.

4. Assist with year-end processing.

5. Track attendance for bi-weekly OPSEU and Exempt employees.

6. Process annual layoffs for bi-weekly employees.

7. Track hours worked over layoff period and determine eligibility for benefit rebate.

8. Respond to payroll queries.

9. Collaborate with other members of the payroll team and manager to ensure compliance and deadlines are met.

Benefits; 
10. Assists with the administration of all employee benefit plans at Trent; Life, LTD, Extended Health, Dental, Semi-Private, University Health Insurance Plan, Employee Assistance Plan, Leave Programs.

11. Supports the administration of lay-off benefits processes for recurring employees.

12. Provide benefits enrolment for new employees, ensures that employees fill out all required documentation, forwards benefit enrolment information to payroll.

13. Maintains a procedure manual for benefits administration.

14. Assists with the maintenance of the Sun Life benefits database.

15. Assists with the maintenance of the HR website.

16. Complete remittances/reconciliations for Sun Life billings (Health and Dental, HSAs).

17. Support the administration of flex benefits for all employee groups.  

18. Tracks tuition waivers in accordance with OPSEU, CUPE, and TUFA collective agreements and university policy.

Pension; 

19. Assists with the administration of all employee pension plans at Trent; Staff & Faculty.

20. Track new entrants, beneficiary changes, terminations and retirements.

21. Preparing pension packages for terminations and retirements.
HRIS; 
22. Support the implementation of a new Human Resources Information System (HRIS) through accurate data entry 

23. Collaborate with members of the HR team to support the roll-out of the HRIS to the university
Education Required

College Diploma in a related field with specialization in Human Resources preferred.  Designations including CEBS, PCP, or PPAC considered an asset.  
Experience Required
· 1-2 years related experience including benefits administration and processing payroll in a medium/large sized organization. 
· Excellent customer service skills.

· High level of attention to detail and accuracy.

· Excellent keyboarding skills, including fast and accurate data entry.

· Proven ability to effectively multi-task and produce accurate work in a fast-paced deadline driven environment.

· Proficiency in a variety of software applications including word processing, spreadsheet, HRIS, and web technologies.

· Excellent communication skills; demonstrated tact, diplomacy and ability to maintain confidentiality.

· Ability to work under minimum supervision and as part of a team.

· Ability to multi-task with proven organizational skills
· Strong mathematical ability.
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