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Detroit Canada Tunnel Corporation Job Definition Worksheet – Manager Human Resources & Benefits

	Position:

	Manager of Human Resources and Benefits
	Name:
	Denise Chopp


Responsibility:
Administers and facilitates the Company Human Resources Processes
Responsibility:
Audits the Payroll Function
	Task
	Standards
	Expectations
	Power to Act

	1. Responsible for the recruitment of salaried and hourly staff in Canada and the US.

Related Processes

10-01 Recruitment /Selection

10-02 Application Testing Union Positions


	Posts bids for internal employees 
	Within two days of notification of job opening
	Full responsibility, but negotiate exceptional time frames with boss

	
	Posts job openings externally 
	within two days of confirming that an internal DCTC employee will not be taking the position (usually two weeks)
	Full responsibility

	
	Processes all applications 


	Same
	Full responsibility

	
	Arranges for, conducts and scores testing of successful applicants (union) 
	Within two weeks, then arranges for interviews
	Full responsibility

	
	Arranges for interviews 
	Within two weeks of deadline for successful applicants
	Full responsibility

	
	Participates in interviews and provides acceptable formats for questioning
	Same
	Full responsibility

	
	Ensures that all facets of the interview conform with legislation and human rights
	
	Full responsibility

	
	Develop, keep up to date and ensure all staff involved have a copy of a job aid for conducting proper interviews
	Develop and distribute job aid by March 1
	Full responsibility

	
	Conducts reference checks :

· Criminal Background Investigation

· Motor Vehicle
	Prior to offer of employment
	Full responsibility

	
	Prepare and deliver letter of offer
	Same


	Full responsibility, but VP Admin signs

	
	Schedules pre-employment medicals and arranges drug testing


	Prior to offer of employment
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	2. Responsible for the placement of salaried and hourly staff in Canada and the US.

Related Processes

10-03 Employee Orientation

10-07 Employee Separation

10-11 US Health Plan Enrollment

10-12 US Health Plan Termination

10-13 Canadian Health Plan Enrollment

10-14 Canadian Health Plan Termination

10-17 Layoff – Canadian Employees
10-18Layoff – US Employees


	Provide orientation for new employees by first day of employment on Company policies and programs 
· Forms to sign e.g. taxes

· Direct deposits

· All benefits forms

· Film on harassment

· Rules and regulations

· Check sheet that goes in file

· Receives signatures

· Received company property

· Form for ID badge and parking sticker
	 Same
	 Full responsibility

	
	Documents new employees including enrolment in medical/dental programs, life and disability insurance (see above)
	Same
	Full responsibility

	
	Responds to employee requests for medical leave and ensures compliance to legislation in place
	Same
	Full responsibility

	
	Keep track of all work permits from Immigration Canada for salaried people who work in Canada
	Same
	Full responsibility

	
	Keep track of all TN Visas for Canadians working in the US
	Same
	Full responsibility

	
	Processes all employee separations and layoffs 
	Same
	Full responsibility

	
	Track the training periods (graduated) or probation periods for new employees and employees taking on new responsibilities

	Ensure testing and evaluations are completed and submitted by the required date
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	3. Maintains all records, policies and procedures for the Company Employment Process

	Assists in the development, implementation and dissemination of corporate human resources policies and procedures. 
	Work with VP Admin to develop, formalize, have approved and distribute
	Full responsibility

	
	Ensures that Company employment, personnel and equal opportunity policies and practices comply with applicable provisions of federal, state and provincial labor laws. 
	Work with VP Admin
	Full responsibility

	
	Maintains employment records of the Company in keeping with Company policy and legislative requirements
	Personnel, Medical files in Payroll Office
Benefit, COBRA, FMLA files, etc. in HR Office
	Full responsibility

	
	Maintains all personnel files e.g. disciplinary actions or absences, medical, benefits, leave, training of the Company in keeping with Company policy and legislative requirements
	Same
	Full responsibility

	
	Update and distribute salary handbook and Hourly Rules and Regulations handbook 
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Assists in the administration of labor contracts and agreements
	Analyzes data and makes recommendations in preparation for contract negotiations.
	As negotiated with VP Admin
	Full responsibility

	
	Prepares in conformance with legislated requirements or Company needs for internal and external distribution reports e.g. 
· Seniority Lists
· Affirmative Action Program  annually

· Equal Employment opportunity (Sept )
	Must keep lists up to date

Must confirm with union
	Full responsibility

	
	Contact insurance vendors to price out costs for changes to contract relative to the contract
	On request with up to date data
	Full responsibility

	
	Go thru contract and pick up on areas that needed to be included in negotiations
	Conducts analyses for negotiating team
	Full responsibility

	
	Proof draft contract for appropriate language 
	Is in alignment with what was agreed upon
	As directed by VP Admin

	
	Assist VP Admin with grievances 


	Same
	Full responsibility

	
	Assist Management and Supervision with the processes for discipline 
	Ensure employee discipline histories are on file
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Administers the company benefits program
Related Processes

10-04 Disability Claims Union Short Term

10-05 Disability Claims Long term

10-15 OSHA Log

10-19 COBRA Compliance

10-20 Family Medical Leave Act Compliance
	Responsible for updating ABRA files to reflect changes in employee status, rate, personal statistics, and benefit participation 
	Within one day of change
	Full responsibility

	
	Reviews and evaluates benefit administration proposals from brokers and companies and makes recommendations 
	Made prior to proposal renewals
	Full responsibility

	
	Processes calculations/quotes and claims for short and long-term disability

	· Accurate processing of claims

· Billing for all health benefits

· Verification of employees on disability

· Termination of disability benefits
	Full responsibility

	
	Reconciles and monitors costs of providing benefits to employees (expense report); then approves premium
	Monthly
	Full responsibility, but VP Admin approves payment

	
	Maintains FMLA leave.
	Same
	Full responsibility

	
	Processes personal leaves of absence


	As requested
	Full responsibility

	
	Recommends cost containment improvements
	As requested
	Full responsibility

	
	Records work-related injuries and illnesses in compliance with the annual reporting requirements of the US Department of Labor, Occupational Safety & Health (OSHA), Canada Labor
	Record related injuries and illness within seven days of occurrence 
Post annual Summary Report for both US and Canada by Feb 1st 
	Full responsibility

	
	Provide personal statements of benefit costs for each employee

	Annually 
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	6. Promotes and assist   administration for a safe and healthy work environment and employee human rights
Related Processes

10-08 Workplace Violence Prevention Program

10-16 Labor Canada Hazardous Occurrence Investigation Jim Bob

10-23 Equal Employment Opportunity Commission (EEOC)
	Identifies and anticipates safety and health concerns and hazards
	Identify hazardous or unsafe 
	Full responsibility

	
	Promotes safe work environment.

	
	Full responsibility

	
	Receives regular safety training. 


	
	Full responsibility

	
	Chair the Workplace Violence Prevention Program


	
	Full responsibility

	
	Monitor and report to the Equal Employment Opportunity Commission


	
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	7. Administers the performance management program
Related Processes

10-06 Job Descriptions With Starting Salary
	Establish and distribute a DCTC Performance Management Plan and Policy
	
	Full responsibility

	
	Develops and updates when necessary position descriptions for all Company positions below the Vice President level.
	
	Full responsibility

	
	Ensures that every employee below Vice President has an up-to-date Job Definition Worksheet
	Audit Supervisor and managers for compliance
	Full responsibility

	
	Establishes schedules and chairs in Company Annual Performance Appraisals
	
	Full responsibility

	
	Establishes generic and position-specific skills and competencies for each position below VP in DCTC
	
	Full responsibility

	
	Ensures a development program is in place for every employee
	
	Full responsibility

	
	Provides guidance and assistance to managers and supervisors
	
	Full responsibility

	
	Has documented and in place a “B” Performance Procedure
	
	Full responsibility

	
	Assists President and Vice Presidents in establishing a Succession Plan for the company
	
	Full responsibility

	
	Ensures each employee’s personnel file is up to date with training received and skills and competencies demonstrated
	
	Full responsibility

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	8. Co-ordinates and facilitates the provision of all training and development

Related Processes

10-10 Training & Development
	Plans, schedules and coordinates Human Resources related training and staff development programs.
	Training plans on file
	Full responsibility

	
	Work with management and supervisors to conduct training needs assessments for all employees. 
	Training plans on file
	Full responsibility

	
	Organizes and maintains training materials.

	· Work with Admin Assistant

· Establish and keep up to date a training library of materials to include manuals and videos
	Full responsibility

	
	Works with management to develop and have approved a training budget for DCTC


	Same
	Full responsibility

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	9. Audit payroll function

Related Processes

10-09 Payroll Audit

10-21 Canadian COLA


	Verify the Punch Detail Report of the Kronos  Report 
· Trial Payroll

· Time Edit Sheet
	 Weekly and bi-weekly
	Full responsibility

	
	Audit the payroll and recommend adjustments to ensure the correct classification of hours worked.
	· Periodically audit payroll cheques to ensure that cheques are generated only for valid employees.
· Weekly and bi-weekly
	Full responsibility

	
	Audit the list of employees for whom cheques/direct deposit advices are being generated.
	Weekly and bi-weekly
	Full responsibility

	
	Perform periodic checks to ensure that employees that are in the payroll system are also included on the human resource system.
	Weekly and bi-weekly
	Full responsibility

	
	Updates Canadian COLA


	Quarterly
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	  
	


	Task
	Standards
	Expectations
	Power to Act

	10. Other related duties as assigned by the Vice President, Administration 

	Develop a six month and twelve month work plan  for the HR function
	Same
	Full responsibility

	
	Review all processes for which this job is prime
	Identify disconnects and recommends improvements
	Full responsibility

	
	Maintains contacts with external agencies, attends conferences, reads publications and identifies trends to determine their viability   for improvement opportunities at DCTC
	3 – 5 significant opportunities per year
	Full responsibility

	
	Keeps updated on contemporary legislation and developments that affect human resources policies and practices  
	Same
	Full responsibility

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications
	As required and by benchmarking this position against other HR positions
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same

	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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