Detroit Canada Tunnel Corporation Job Definition Worksheet – Manager, Risk, Pensions, Systems Analyst
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	Position:

	Manager, Risk and Pensions  (Systems Analyst)
	Name:
	Jennifer Bautista


Responsibility:
Responsible for the Human Resources Information System
Responsibility:
Responsible for Risk and Pension management
	Task
	Standards
	Expectations
	Power to Act

	1. Implements and maintains a viable Human Resources Information System (HRIS) for the Company. 

Related Processes

10-40 HRIS U.S. & Canadian

	Analyzes user requirements and the flow of HR related information. 
	Including data entry, retrieval, and generation of standard and ad hoc reports to automate processing or to improve the existing HRIS
	Full responsibility, but must consult with VP Administration for any major work required

	
	Maintain system security 
	By determining levels of authorization and access to personnel files
	Must consult with the VP of Administration

	
	Perform a quality audit quarterly or on request 
	Ensure data integrity and to maintain the department's internal system for values, codes, tables, security and back-up files 
	Full responsibility

	
	Recommends system improvements 
	To meet current and projected needs and compliance requirements of applicable government agencies
	Full responsibility

	
	Liaises with the Company's Technical Support Specialist on technical matters and equipment maintenance 
	Ensure system integrity
	Full responsibility

	
	Perform spot checks on personnel files 
	Ensure HR portion is up to date on employee data (quality audits for tombstone information)
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	2. Oversees the installation of HRIS software applications / upgrades. 

	Analyzes  the HRIS interface with software applications to check the integrity of data 


	· Payroll
· Time and attendance records
· Vacation and sick time entitlements and usage
· FMLA record keeping
· Medical, dental and disability benefits 
	Full responsibility

	
	When in receipt of a program update, must get assistance from IT to ensure updates are working 
	On a quarterly basis 
	Full responsibility

	
	Inform personnel about exceptional updates to the HRIS program 
	Within one working day
	Full responsibility

	
	Assess level of competency and when necessary, arrange for training or provide support for administration personnel on the application of HRIS software   
	Training must take place before new module is installed on system
	Full responsibility, but must submit training plans to Manager HR and receive approval from VP Administration for training budget

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	3. Maintain files, reports on and facilitates claims for all employee accidents and injuries

Related Processes

10-15 OSHA Log
	Record all employee accidents injuries
	Maintain a discrete internal file
	Full responsibility

	
	Report to American Insurance company and MIOSHA all injuries 
	Where there is lost time and/or medical claims for US employees
	Full responsibility

	
	Report to WSIB (Ontario Regulatory Agency) and OSHA ( Canadian Federal Agency) all injuries 
	Where there is lost time and/or medical claims for Canadian employees
	Full responsibility

	
	Verify with health care professionals for return to work, or modified work requests.
	Same
	Full responsibility

	
	Provide authorizations for employee visits to company medical clinic
	No unauthorized employee visits will be paid for with company funds
	Full responsibility

	
	Process all claims for medical insurance 


	Same
	Full responsibility

	
	Process WISB billings for Schedule 2 employees who are retired
	Same
	Full responsibility

	
	Assist with the annual reports to US and Canada
	Same
	Full responsibility

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Administers the Company's pension plans for the Canadian and the U.S. hourly and salaried groups.

Related Processes

10-32 401 (K) Billing 

10-34 401 (K) Quarterly Report (Union & Salaried)  

10-35 401 (K) Year End Report & Form 5500 Processing 
10-36 Annual Information Return Preparation (Canada) 2.2
10-37 Employee Data Submission (Canada) 2.6
10-38 Employee Data Submission (U.S.) 
10-39 Form 5500 Reporting (U.S.) 
10-43 Monthly Pension Remittance to Great West (U.S. & Canadian) 
10-46 Quarterly Employer Contributions (U.S. & Cdn Pension Plans) 
	Provide to actuaries and consultants for data for pension valuations   
	Must provide data requested within negotiated time frames
	Full responsibility

	
	Liaises with third -party vendors for data transmission and changes in pension plans 
	On a weekly basis.
	Full responsibility

	
	Provide annual information return (AIR) (Canada
	Annually by Dec 30th
	Full responsibility

	
	Maintains pension files.
	Must be up to date


	Full responsibility

	
	Provide data to and coordinate with external actuary to provide annual information return   (Form 55) US
	Must  have signed off for government agencies by Mar 30th
	Full responsibility

	
	Process employer contributions to pension trustees 
	Quarterly
	Full responsibility

	
	Provide 401 (k) and pension reports


	Same
	Full responsibility

	
	Process the monthly remittance to GWL for Canadian and US hourly
	Both sides by the 1st week of the month
	Full responsibility

	
	Administers registered compensation arrangements
	· AIR due Feb 28th 

· AIR filing to CCRA by Feb 28th 

· Remittance of refundable tax to CCRA by end of year 
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Provides pension plan services to DCTC employees

Related Processes

10-.33 401 (K) Loan Processing (Union & Salaried)

10-44 Participant Pension Plan Termination (Canada)

10-45 Participant Pension Plan Termination (U.S.) 

	Administer contracts with trustee and third party 
	Verify their billing against employee records
	Full responsibility

	
	Process calculations and/or quotes for pension matters 
	As requested by employees and respond 30 days 
	Full responsibility

	
	Make complex calculations based on the new contract to make appropriate deductions for 401 k 
	Same
	Full responsibility

	
	Arrange for starting or stopping of salary deferrals
	· Upon request by the next pay cheque

· Must meet standards and work within limits, % or flat amount 
	Full responsibility

	
	Make arrangements for loans against the 401k 
	Ensure repayment takes place or deduct from pay if non conform to pay back
	Full responsibility

	
	Audit quarterly reports from Trustee for accuracy and correctness
	Quarterly
	Full responsibility

	
	Arrange for a third party to conduct a year end audit 
	· Within 30 days of internal systems and compare with Great West Trustee for 401 k and then make adjustments as necessary

· No more than three adjustments  
	Full responsibility

	
	Issue 401k report and certificate to each employee 
	· Within 30 days after audit 

· By end of Feb
	Full responsibility

	
	Process retirements to ensure all payments are in place and received  
	· Must meet a month before

· Submit forms
	Full responsibility

	
	Process 401 compliance testing


	Annually
	Full responsibility

	
	Provide to 410k union members  a monthly statement of employer matching contribution to their salary deferrals 
	Monthly 
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Administers the DCTC Insurance Plans
Related Processes

10-41 Insurance Claims Processing US & Can
10-42  Insurance Renewal Processing US & Can


	Maintains insurance files.

	
	

	
	Process calculations/quotes and claims for insurance matters
	
	

	
	Verify insurance company invoices and schedules
	
	

	
	Process Can/US property claims  


	Within two working days  
	

	
	Verify and report to insurance companies the status and eligibility and history of employees who drive company vehicles 
	by Oct 30th each year
	

	
	Liaises with third party vendors for data transmission and changes in insurance plans
	
	

	
	Interacts with actuaries and consultants as required regarding insurance issues
	
	

	
	Research rates and assist boss in contract negotiations
	
	

	
	Provide data to insurance companies  for calculation of renewal rates:
· Process renewal docs from Insurance 

· Traffic numbers

· Audited statement

· Etc. 
	Within a week or negotiate a time frame
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

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

	Develop a six month and twelve month work plan for the Risk and Pension function
	Provide by Feb 15th 
	Full responsibility

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

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

	Full responsibility

	
	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	Same
	Full responsibility

	
	Prepare quarterly reports for the Board 


	· Pension

· Insurance

· Workers Compensation

· 401 K

· HRIS investments
	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

	
	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

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

	
	
	
	


Reports Issued:

Annual

· Employee Pension Summary

· CCRA Information Return

· CND Pension Statement
· Insurance Renewals (5) various dates

· Form 5500

· Driver Info Survey

· Certified Asset Statement (GW)
· CND Pension Plan Data (Watson/Wyatt)

· US    Pension Plan Data ( Watson/Wyatt)

Quarterly
· Employer Contribution (Salaried Cnd) (Cnd Hourly)

· 401 K
Monthly

· Pension Remittance   4th of month

· WSIB Billings  mid month

· 401 K Union Matching remittance  1st of month 
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