
JOB DESCRIPTION

POSITION TITLE



Benefits Assistant
REPORTS TO:



Human Resources Associate Director

PRIMARY FUNCTION: 
This position is responsible for ensuring accuracy of benefit enrollments and plan administration.
AREAS OF RESPONSIBILITY:


Benefits Administration:

· Reconcile and pay monthly bills for the health, dental, life, disability, FSA, and voluntary accident plans.

· Reconcile retiree health plan premiums on a monthly basis.

· Reconcile employer contribution to the VEBA plan and review fees paid by participants.
· Enroll/change/terminate participants in all benefit plans including health, dental, life and LTD, flexible spending accounts 
· Verify employee elected deductions generated by the payroll process.
· Audit and confirm employee’s eligibility for the Matched Savings Plan, sending appropriate notification of eligibility and enrollment information.
· Respond to general questions regarding benefits enrollment and plan utilization ensuring exemplary customer service

· Provide payment information to early retirees and Cobra participants ensuring timely payment. Monitors accounts for action as needed

· Prepare journal entries and notification of ACH debits on a weekly/monthly basis

· Audit, review and input employee benefit elections.

· Complete filing of Medicare required CMS data

Data Management:

· Manage MS Access health insurance database for retirees and Cobra participants. 

· Prepare plan information for actuaries as needed. 

· Compile additional information requests as needed for surveys (including required Medicare CMS filing) and plan analysis. 

· Distribution of Medicare required Creditable Coverage information to Medicare eligible employees and SAR for the college VEBA and Retirement plans.

General Human Resources Support 
· Answers the telephone calls in a prompt manner, takes messages, routes calls and/or schedules appointments.
· Assists with departmental data.
· Assists with compiling and completing new hire paperwork, filing, or other duties as assigned
SUPERVISORY RESPONSIBILITIES: 
Gives functional direction to student workers

CONTACTS:
Staff and Faculty, Benefit providers, Insurance broker, Retiree and Cobra participants, Business Office.
EDUCATION: 
Essential:
Graduate of a technical or community college business program or equivalent experience

Desirable:
 

EXPERIENCE:
Essential:
2-3 years previous experience in data management or billing reconciliation

Desirable:
Experience administering benefits enrollments and billings in a Human Resources or similar environment.  Knowledge of benefit laws including but not limited to FMLA, Cobra and HIPAA. 
KNOWLEDGE, SKILLS, ABILITIES:

Advanced computer experience in Excel, Word and Access required.  Must possess aptitude for numbers, accuracy, attention to detail, and good interpersonal skills.  This position requires an individual to work independently to meet deadlines.  Must be able to advise and interact with employees and retirees. Confidentiality is essential. 

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal Office Environment

WORK SCHEDULE:
FTE:
.50  (half time) 



Term:
Full Year



Shift: 
schedule to be determined

APPROVAL:                


Roger Loftus                           

DATE:





September 2011


