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         Classification Description

BENEFITS SPECIALIST

Department:
Human Resources






FLSA:  Non-exempt
Job Class #:  
144000







Represented:  No
Pay Range:    0K05


Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is specialized technical work for the Pierce County Human Resources Department.  An employee in this classification is responsible for administering benefits programs which include medical, dental, life and disability insurance, cancer awareness, retirement, IRS Section 125 and 457 plans, and related benefit options.  Work in this classification involves the use of independent judgment in limited areas and is performed under general supervision.
ESSENTIAL FUNCTIONS:
· Provide information and explain benefit programs, COBRA, FMLA, and leaves of absence to employees, employee family members, supervisors, managers, and others.  
· Make  presentations, and prepare and present materials during annual open enrollment benefits meetings.

· Organize, prepare materials and conduct new employee orientations.

· Review, screen, and determine benefit eligibility and enroll employees and family members in appropriate benefit programs.  

· Initiates and composes related correspondence; notify members of reinstatement or termination of eligibility and/or benefits.

· Prepare, organize and maintain various reports, records, and files related to benefit programs, COBRA, FMLA and leaves of absence.  
· Analyze and resolve complex issues and/or technical problems involving policies and procedures, 

rules and regulations, federal, state and local laws, and benefit carrier contracts and agreements with respects to benefit programs, COBRA, FMLA and leaves of absence. 

· Operate a variety of office equipment such as copiers, typewriters, personal computers or word processors, overhead projectors, and audio-visual equipment.

· Provide information to state and federal benefit agencies as needed.

· Effectively persuade, inform, educate, train, solicit information, motivate and direct a wide variety of individuals or groups.

· Establish and maintain effective working relationships with County officials, employees and the general public.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:
· Perform other job functions as assigned.

· May perform lead functions such as setting priorities; distributing and checking work; devising and evaluating office procedures and implementing changes subject to approval of supervisor; providing technical assistance as needed; resolving minor work and personnel problems.

· May assist the supervisor in appraising employee performance.  
· Assist and advise other employees in an area of specialization, and on-the-job training of employees. 

SUPERVISION RECEIVED AND EXERCISED:  Incumbent works independently and receives general supervision when assigned new or advanced tasks.  Work is reviewed periodically by an administrative superior for accuracy and conformance to established policies and procedures and quality of service provided.  This position does not supervise other employees but may lead or train the work of others.  
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Benefits Specialist typically works in an office environment on a daily basis.  Incumbents may be required to work at a desk or other work station for prolonged periods; constant attention to detail is required.  Ability to concentrate with frequent interruptions and general office noise is required.

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: 

· Employee benefits programs and procedures.

· Applicable policies and procedures, laws, codes and regulations governing benefits programs, COBRA, FMLA, and leaves of absence.

· Principles, methods and techniques of appropriate record keeping. 

Ability to:

· Interpret, apply and explain benefit policies and procedures, applicable laws and regulations to employees and employee family members, supervisors, and others.

· Maintain confidentiality and discretion.   
· Analyze situations accurately and adopt an effective course of action.

· Develop, prepare, facilitate and conduct oral presentations.

· Establish and maintain effective working relationships with employees, supervisors, benefits carrier representatives, and others.

· Use and operate a personal computer or word processing equipment at an acceptable level of proficiency as required for the position.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
KNOWLEDGE, SKILLS AND ABILITIES: (continued)

Ability to: (continued)

· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Four or more years of progressively responsible clerical or technical experience in benefits administration. Additional related experience may substitute for the recruiting requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:     A valid Washington State driver’s license may be required when travel is required of the position.
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