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Pension Administration Specialist 

The Civil Service Superannuation Board (CSSB) 

Focusing on our members and their future is at the heart of everything we do at The 
CSSB. As one of the largest pension plan administrators in Manitoba, with over $9.7 
billion in assets and approximately 50,000 members and stakeholders from the 
Province of Manitoba, associated boards, commissions and crown corporations, this 
represents a huge responsibility. With just over 55 employees, we are a small 
organization that does big things!  

To do this we need exceptional employees who are passionate about their work, 
driven to learn, willing to take on new challenges and ultimately make a 
difference. We are currently seeking a professional dedicated individual to join our 
team as a full time, permanent Pension Administration Specialist. 

As part of our Pension Administration Team, this position plays an integral role 
supporting the provision of pension services to our members and employers.  This 
would include: 

 Understands and maintains up to date knowledge of pension rules, policies, 
procedures, system requirements, terminology and other information related to 
provisions of defined benefit pension administration services. 

 Daily maintenance and validation of data, forms and administrative procedures. 

 Prepare accurate and complete pension benefit calculations in accordance with 
plan documents and administrative policies and procedures. 

 Conducts peer reviews of calculations performed by team members to ensure 
calculations meet the test of reasonableness and accompanying documentation 
is accurate and follows applicable legislation and procedures. 

 Annual review of actuarial factors provided by the actuary including modification 
and testing of the in-house system. 

 Review, validate and reconcile annual year end data for each employer. 

 Respond to members’ and employers’ requests verbally and in writing with 
accuracy and in a timely fashion. 

 Provide support to team members as well as all other departments in our 
organization. 

 Perform other projects or tasks as assigned. 

 
  



Qualifications: 

 Post-secondary degree or diploma, preferably with a focus on business, actuarial 
science or mathematics and a minimum of two years of related experience; an 
equivalent combination of education and experience will be considered. 

 Certified Employee Benefits Specialist (CEBS) or Pension Plan Administration 
Certificate (PPAC) designation is an asset. 

 Understanding and knowledge of Pension Benefits Act (PBA of Manitoba) and 
Income Tax Act (ITA), and how these legislations relate to Defined Benefit 
pension programs and insurance benefits. 

 Advanced skills in Microsoft Excel and Word are essential. 

 Excellent communication skills both verbal and written are required. 

 A strong analytical and problem-solving skill with exceptional attention to detail 
and a commitment to quality of work and accountability is critical. 

 The ability to multi-task and prioritize workload to meet specific deadlines. 

 Dedicated team player, who demonstrates initiative and independence. 

 The ability to communicate in French would be an asset. 
 
 
Why CSSB?  

Recognized as one of Manitoba’s top employers, we are proud to provide a close knit, 
collaborative team environment that is family friendly and supports work-life balance.  

In addition to a strong compensation package we also provide an exceptional benefit 
plan including: 

 Defined benefit pension plan 

 Comprehensive dental, vision and drug coverage 

 Excellent vacation accrual 

 Sick, compassionate and family related leave 

 A health spending account 

 A fitness membership allowance 

 Long service recognition 

 Casual dress code 

 Compressed work week 

We also support ongoing professional development. 

We strive to provide an inclusive, equitable and accessible environment that ensures 
that everyone feels valued and respected. 

Come Join Our Team! 


