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EMPLOYEE BENEFITS MANAGER
KIND OF WORK:  This is responsible administrative work involving the management of a comprehensive employee benefits program for the employing jurisdiction.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, organizing, and directing a comprehensive benefits program for employees and their dependents.  Work is performed in accordance with established policies and procedures under the general supervision of the Director of Human Resources or Human Resources Officer to insure that goals and objectives are met.  Supervision is exercised over subordinate staff personnel. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Develops, defines and measures monthly and yearly objectives, goals and activities for the jurisdiction’s employee benefits program; organizes, coordinates, recommends and administers employee benefit programs such as health, dental, vision, life, disability, flexible spending plan, employee assistance program, pension, deferred compensation, and workers compensation programs; serves as primary contact with all departments, employees, retirees, the insurance committee and outside agencies regarding benefits programs; develops and implements active and retired employee communications programs; conducts training and orientation classes on benefit programs; develops and maintains employee benefit and medical records; ensures agency compliance and supervises filing of reports with provisions of local, state and federal laws pertaining to the administration of benefits, and reports changes to management; establishes control procedures for the efficient and accurate processing of applications, claims, benefit transactions, insurance reports and remittances; coordinates activities with the payroll department, employees, dependents, and outside benefits related agencies; develops benefit information, statistics and census data for actuaries, insurance carriers, and management; solicits and evaluates insurance companies’ quotations and makes recommendations for program changes and improvements; supervises and evaluates the work performance of subordinate staff; performs related work as required.
ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of federal, state and local laws, regulations and policies governing employee benefits programs; thorough knowledge of systems and plan designs of health and life insurance, short and long-term disability; employee assistance programs, deferred compensation, pension plans and workers compensation; good knowledge of accounting, bookkeeping and payroll management; working knowledge of database programs and computers utilized in human resources/benefit systems administration; ability to interpret and apply local, state, or federal laws, regulations and policies and procedures accurately to various situations regarding employee benefits; ability to organize and direct the work of others; ability to prepare and submit comprehensive reports, both orally and in writing; ability to establish and maintain effective working relationships with department heads, employees and outside benefits related agencies and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in human resource management, business administration or related field, and a minimum of five years' responsible experience in benefits administration to include at least three years in a managerial/supervisory capacity; or a combination of education and experience equivalent to these requirements.
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