
JOB POSTING 
Position: Manager, Human Resources and 
Administration  

Reporting to: Director, Human Resources and 
Administration  

Location: Toronto, Canada  

Term: Full-Time 

Overview 
The continued success of Butterfield & Robinson, an international leader in the luxury travel market, depends upon cultivating and 
developing a dynamic and highly-skilled team throughout the world. The Manager of HR and Administration plays a key role in the 
maintenance and enhancement of the organization's human resources by supporting the Director of Human Resources and 
Administration in the planning, implementing, and evaluation of employee relations and human resources policies, programs, and 
practices. You are specifically responsible for tasks related to payroll and other general staff administration in the Toronto head 
office. You will work to promote an innovative and creative culture of in which the team strives for excellence and is driven to 
perform at the highest level. 
 

 

This Position has the following responsibilities: 

HR Generalist 

 Support the design, implementation and delivery of Human Resource programs, policies and processes, to ensure consistency in 
administration, alignment with organizational goals, and compliance with professional standards and legislation  

 Develop, write and update job descriptions and competencies, job evaluations/analysis, and organization charts 

 Maintain HR records and related metrics, including pertinent applicant, interview data, and employee files 

 Provide general HR support to the organization related to recruitment and selection, employment changes, terminations, new 
hires, training requests, and HR policies and procedures  

 Oversight of non-mandatory benefits including the enrolment and coordination of medical and other benefits, managing 

changes to plans, and supporting employees with plan questions 

 Support the development, implementation, and administration of the performance management programs 

 Provide of oversight of B&R’s involvement in internship programs, including recruitment, selection, and performance 
management 

 Collaborate on training and development design and processes by participating in analysis, development and evaluation of 
systems and specific roles; deliver training related to general office administration as required  

 Coordinate the integration of HR process with B&R’s European Office; provide general HR support to remote offices as required 
to ensure that HR practices are consistently followed in various locations 

 Participate in strategic HR projects as required by the business related to training, performance management, functional 
analysis, compensation, and cost management 

 Maintain a thorough and updated knowledge of human resource practices, legislation and policies to respond to employee and 
management inquiries 

 Understand the B&R business environment, culture, strategy and people implications; provide related market and industry 
research as required 

 Assist in promoting a culture in which employees strive for job development and are driven to perform at the highest level by 
providing access to training and other learning opportunities 

 Respond to general HR related inquiries and perform other duties as required 
 
Payroll Administration 

 Process bi-weekly Canadian payroll and special payment runs; complete biweekly payroll reconciliations and reporting, verify 
government remittances, deductions, and prepare ROEs 

 Complete wage surveys as requested by Statistics Canada 

 Conduct new employee orientation related to payroll and benefits 

 Administer and maintain Company group benefits plan, group RRSP Program, and Fitness program 

 Oversight of monthly payroll expense reporting, including Canadian, European and contract employees 
 



General Administration  

 Initiate and manage relationships with facility vendors, service providers and building landlord 

 Oversee annual budget for office overheads and monthly cost reporting 

 Liaise with managers and IT department in space planning, facility upgrades/changes, and workstation moves 

 Assist with employee events, celebrations and fundraisers 

 Assist with the coordination of daily meeting schedule and related facilities/equipment 

 Maintenance inter-office event calendar, and staff intranet 
 
 
The ideal candidate will have the following Experience and Qualifications: 

 Undergraduate degree or diploma in Human Resources Management or Business Administration, or any related discipline 

 A sound knowledge and the ability to interpret provincial employment legislation, the Canadian Human Rights Act, Employment 

Standards Act, and other provincial workplace legislation 

 Minimum of two (2) years of HR Generalist experience working with all levels across an organization, preferably in an 

entrepreneurial a business environment 

 Minimum of two (2) years of payroll administration experience; specific experience with ADP Pay at Work is an asset 

 Excellent organizational skills, capable of managing multiple projects and effectively prioritizing in fast-paced environment 

 Strong fiscal skills, including budget management and cost management  

 Expertise with MS Office applications (Outlook, Excel, PowerPoint, Word) is essential 

 Proven experience of ability to work under tight timelines while maintaining strict confidentiality 

 CHRP designation an asset 

 

The ideal candidate will have the following Skills and Characteristics: 

 Outstanding interpersonal, written and verbal communication skills 

 Understanding and appreciation of a creative and flexible work environment  

 Ability to balance multiple priorities and deliver high quality work while working independently 

 Creative and independent thinker and problem solver, with sound judgment 

 Strong research skills – ability to utilize online and external resources effectively 

 Skill in determining the appropriateness of candidates for a position through interviewing and evaluating against job 

requirements and cultural fit 

 Knowledge of appropriate recruitment vehicles and methods including use of outside recruitment resources 

 Strong written and verbal communication skills with the ability to interact with all levels of the business 

 Ability to maintain a high degree of professionalism and confidentiality  

 The ability to work autonomously, exercise good judgement and the ability to make decisions in a unique and ambiguous 

environment 

 Must be highly organized, flexible and have the demonstrated ability to take initiative 

Please apply to:        

Robin Wark, Director of Human Resources and Administration, Butterfield & Robinson  
email:  Robin.Wark@butterfield.com      300-70 Bond Street, Toronto, ON   M5B 1X3   www.butterfield.com  
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