
 

 
 
Position Title: Pay and Benefits Advisor 

Immediate Supervisor: Director 

Work Schedule: 35 hours per week 
 
 
In this document, the masculine pronoun is used without discrimination and only for conciseness. 
 

POSITION DESCRIPTION 
 

Under the supervision of the Director, Human Resources Services, the incumbent is responsible for the 
human resources information system (HRIS) and related transactional activities in order to ensure 
compliance with agreements and contractual obligations between the University and its employees. 
 
The Pay and Benefits Advisor advises managers and employees in matters relating to pay, benefits, and 
terms and conditions of employment. He may also offer opinions and advice about developing and 
implementing institutional benefit programs, and about their associated risks. 
 
The incumbent performs a wide range of human resources support services. He evaluates the various 
human resources management (HRM) processes from the perspective of the University’s priorities and 
projects. He develops and maintains policy processes and operating manuals for the systems under his 
responsibility. He participates in researching, developing and implementing new policies. He conducts 
research, investigations and evaluations on request. 
 
Principal Duties 
 
1. HRIS Database Management 
 

Is responsible for creating employee files in the human resources information system (HRIS) and 
payroll system. Accurately records all terms and conditions of employment and pay by consulting 
and incorporating, as required, complex concepts drawn from the applicable collective agreements, 
terms and conditions of employment, regulations, policies and guidelines. 

 
• Is responsible for the overall management of employee files (electronic and paper), from hiring 

to retirement or termination of employment. Maintains and updates files to ensure that 
information is accurate and required, and that it can be sent to or accessed by other authorized 
persons if and as necessary, and in a timely fashion. 

 
• Is responsible for data entry, information management, and use of human resources 

management software; meets with managers and employees and instructs them in using the 
applications required to carry out their duties. 



 
• Ensures that instructions and user manuals are available and current for all systems (e.g., hiring 

process, changes in insurance rates, changes in group insurance options, employment record, 
pension fund, attendance management). 

 
• Prepares analyses and reports on various employment contracts, renewal dates, promotions, 

salary adjustments, and other information useful in decision-making. 
 

• Working with Financial Services and Computer Services, analyzes and evaluates Human 
Resources Services’ HRIS requirements; participates in selecting and acquiring an appropriate 
system, including subsequent upgrades; manages system implementation for HR Services. 

 
 

2. Pay and Benefits 
 
• Provides advice and guidance to managers and employees on compensation and benefits. 

 
• Analyzes and calculates the appropriate pay and benefits for all situations, including but not 

limited to: new hires, termination, maternity/parental leave, disability/rehabilitation, 
separation/divorce, flexible work schedules, and retirement. Meets with employees to provide 
information and explain their various options. 

 
• Analyzes, researches and evaluates the impact of legislative, regulatory, organizational and 

policy changes on University procedures and processes, and makes recommendations to the 
Director according to operational requirements. 

 
• Develops and implements technical procedures for payroll reconciliation and insurance 

deductions. Ensures that premiums paid by the University and its employees are consistent with 
the insurance policies in force (pension plan and group insurance). 

 
• Ensures the accuracy of data used in payroll processing. Investigates and resolves, in 

collaboration with Financial Services, any reported discrepancies in pay (e.g., errors in 
calculating tax or other deductions at source) to ensure that the University’s contractual 
agreements with individual employees and groups of employees are respected. 

 
• Manages group insurance by: 

• retrieving employee data from the insurer’s system; 
• identifying potential risks related to the University’s insurance practices, and 

recommending proactive solutions; 
• participating in the renewal of group insurance contracts. 

 
• Administers disability cases, attendance management programs and return-to-work programs. 

 
 

3. Staffing and Employee Orientation 
 

• Participates in the staffing process by providing administrative support to the Senior Human 
Resources Advisor. 

 



• Helps to orient new employees by meeting with them individually to review their employee 
benefits and complete the employee registration process. 

 
 

4. Records Management and General Administration 
 
• Develops procedures and implements and maintains the employee records management 

system, in compliance with legislation and regulations governing the University. 
• Carries out annual maintenance and coordinates records conservation and disposition. 
• Prepares and updates organizational charts, job descriptions and job postings. 
• Works with the Communications team to develop communications materials and update 

intranet content. 
• Receives employee inquiries about human resources policies and benefits, and ensures 

appropriate follow-up. 
• Drafts letters and statements as required. 
• Carries out other related duties as assigned by his supervisor. 

 
Job Requirements 
 
• Post-secondary degree in industrial relations, management or a related field, or equivalent 

combination of education and experience 
• Certification like Payroll Compliance Practitioner (PCP) or equivalent  
• At least five (5) years of experience in human resources, specifically pay and benefits management, 

including at least two (2) years of experience in HRIS management. Previous experience in 
implementing an HRIS is an asset 

• Familiarity with current HR legislation and regulations (e.g., Employment Standards Act, employment 
insurance, protection of personal information / privacy, health and safety, etc.) 

• Proficiency in spreadsheets (Excel) ; ability to create templates 
• Strong sense of customer service, strong interpersonal and communications skills 
• Strong organizational and planning skills 
• Ability to manage stress in a multidisciplinary environment 
• Proficiency in both official languages (spoken and written); ability to draft correspondence 
• Experience in project management and in developing work tools, procedures and guidelines 
• This position deals with sensitive and confidential information and requires good judgment and 

discretion. 
 


