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POSITION DESCRIPTION 

Job Title		Manager, Payroll & Benefits North America
Department		​Human Resources  
 
Location		​Hybrid 
   
Contract type		​Full time	 
 
Hours of work	37.5 hours/week 
 
Reporting lines	Director, HR & People Operations North America  

Salary 			90,000 CAD
 
 
Job Purpose 

The Manager, Payroll & Benefits, North America is responsible for leading and overseeing all payroll, benefits, and related compliance activities across all entities in North America for Lyceum Education Group (Sprott-Shaw College, Acsenda School of Management, Arbutus College). This role ensures the accurate, timely, and compliant delivery of end-to-end payroll services while driving continuous improvement in payroll processes, systems, controls, and reporting.

The Manager, Payroll & Benefits provides expert guidance on payroll legislation, taxation, benefits administration, and employee compensation programs. The role partners closely with HR, Finance, leaders, and external service providers to ensure payroll and benefits programs are administered effectively, regulatory obligations are met, and employees receive a high level of service and support

 
Key Responsibilities  
 
Payroll Operations
· Manage the full payroll cycle for the assigned North America entities, ensuring accurate and timely payroll processing.
· Review payroll balances, deductions, tax remittances, and statutory payments.
· Administer payroll systems, employee onboarding, employee changes, and self-service portal maintenance.
· Process termination and final payments and maintain payroll records and file.

Compliance & Governance
· Lead year-end payroll activities, including payroll close, T4 preparation, and tax reconciliations.
· Ensure compliance with payroll legislation, government regulations, audits, and required filings.
· Maintain WCB reporting requirements and support internal and external audits.
· Monitor payroll controls and system accuracy and implement required updates.

Benefits & Pension Administration
· Oversee employee benefits, pension, RRSP, and leave programs, including enrolment, deductions, billing, and reporting.
· Administer annual leave, parental leave, disability claims, and medical leaves of absence.
· Coordinate payroll-related payments for benefits, pensions, health insurance, and Employer Health Tax.
· Maintain relationships with benefit carriers, pension providers, and other third-party vendors.

Leadership & Process Improvement
· Supervise and support payroll administration staff.
· Provide payroll and benefits guidance to employees, managers, and stakeholders.
· Lead payroll, benefits, pension, and reporting projects to improve processes, systems, and service delivery.
· Perform other payroll-related duties and analyses as assigned.


Skills, experience & qualifications required - Essential 

· Post-secondary education in Finance, Accounting, Payroll, or a related field, or an equivalent combination of education and experience.
· Certified as a PCP or PCM with the Canadian Payroll Association
· Minimum 2 years of payroll experience, including payroll administration, year-end processing, benefits, and pension administration.
· Required experience with ADP, WFN, Sage MicrOpay, or similar payroll systems.
· Strong knowledge of Canadian payroll legislation, tax regulations, pension plans, benefits, and payroll compliance requirements.
· Advanced Microsoft Excel skills with strong analytical and reporting capabilities.
· Excellent attention to detail, organizational, problem-solving, and time management skills.
· Strong communication and relationship-building skills, with the ability to maintain confidentiality and work effectively with diverse stakeholders.


LCH reserves the right to amend this Position Description from time to time based on the organization’s needs and the emerging required skills, abilities and qualifications required to perform this role. All position changes will be discussed and agreed upon by the employee and the reporting manager prior to the changes commencing.
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