
 

 
Payroll & Benefits Administrator 
Location: Winnipeg, MB (2070 Logan Ave) 
Employment Type: Full-Time, Permanent 
Shift: Day shift 
 
About us: 

Cadorath is a family-owned Canadian company founded in 1954, specializing in manufacturing, repairing, 
and enhancing critical component parts for the aviation, agriculture, industrial, mining, and oil & gas sectors. 
With facilities in Canada and the U.S., we support customers ranging from local operators to major global 
OEMs. Our capabilities include precision manufacturing, aerospace engine and component repair and 
overhaul, auger manufacturing, and a wide range of advanced metal finishing and special processes. 

Position Summary 

The Payroll & Benefits Administrator is responsible for ensuring accurate and timely processing of payroll 

for all Canadian locations and supporting benefit administration across the organization. This role 

maintains employee records, ensures compliance with federal employment standards, and provides 

exceptional support to employees regarding payroll, benefits, and related inquiries. 

Key Responsibilities 

Payroll Administration 

• Process weekly payroll for hourly and salaried employees using Payworks. 

• Verify timesheets, overtime, vacation, sick time, leaves, and premiums in accordance with the 
Canada Labour Code. 

• Maintain accurate employee information, pay rates, deductions, garnishments, and employment 
status changes. 

• Conduct pre- and post-payroll audits to ensure accuracy. 

• Prepare Records of Employment (ROEs) and support year-end processes (T4, T4A, PD7A). 

• Reconcile payroll reports and resolve discrepancies in a timely manner. 

Benefits Administration 

• Administer group benefits and group retirement (Canada Life), including enrollments, changes, 
and terminations. 

• Coordinate long-term disability, life insurance, and health/dental plan updates. 

• Track eligibility dates (e.g., probationary period, waiting periods). 

• Assist employees with claims inquiries and provide guidance on available benefits. 

• Reconcile monthly benefits invoices and ensure accuracy of deductions. 

Pension / Group Retirement Services (GRS) Administration 

• Administer the company’s Group Retirement Savings Plan (GRS) through Canada Life. 

• Process employee enrollments, contribution changes, and terminations in the pension system. 

• Ensure accurate payroll deductions for employee and employer contributions. 

• Maintain compliance with pension plan rules, eligibility timelines, and regulatory requirements. 

• Assist employees with pension-related questions and support annual pension information 
sessions. 

• Reconcile pension remittances to ensure timely and accurate submissions. 



 

 

HR Support 

• Maintain accurate digital employee files in compliance with PIPEDA. 

• Support onboarding and offboarding processes related to payroll and benefits. 

• Provide exceptional customer service to employees and managers regarding payroll/benefits 
questions. 

• Assist HR with reporting, audits, and compliance tasks. 

Qualifications 

• Post-secondary education in Accounting, Payroll, HR, or related field. 

• 2–4 years of payroll experience (preferably in a multi-site environment). 

• Experience with Payworks is strongly preferred. 

• Knowledge of federal employment standards (Canada Labour Code). 

• Understanding of group benefits and retirement administration. 

• Strong attention to detail, confidentiality, and accuracy. 

• Excellent communication skills and ability to work with sensitive information. 

• Strong Excel skills (vlookups, pivot tables are an asset). 

Key Competencies 

• High attention to detail and accuracy 

• Deadline-driven and organized 

• Strong customer service orientation 

• Problem-solving and analytical ability 

• Ability to handle confidential information with discretion 

What We Offer: 

• Competitive compensation: A fair and market-aligned wage structure.  

• Comprehensive benefits: Group Health and Dental Benefits to support employee well-being.  

• Retirement savings: Group RRSP Plan with employer contributions.  

• Employee incentives: Additional programs that reward performance and commitment.  

• Training and development: On-the-job training provided for the right candidate. 

How to Apply 

• Please submit your resume to careers@cadorath.com or apply through our website at 

www.cadorath.com/careers. 

Only shortlisted applicants will be contacted. 

 

 


