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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Benefits Administrator

Sample 1

	Job Title:
	Benefits Administrator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Human Resources Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Assists in the administration of various employee benefit plans such as life, health, dental, and disability insurances, pension plans, vacation, sick leave, leave of absence, and unemployment by performing the following duties.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Enrolls new employees in benefit plans and provides benefits orientation.
2. Processes status changes and reviews claims.
3. Processes open enrollment benefit plan transfers.
4. Maintains vendor contact to investigate discrepancies and provide information in non-routine situations.

5. Provides vendors appropriate documentation for life, pension, and disability benefits claims.

6. Evaluates and compares existing employee benefits with those of other employers by analyzing other plans, surveys, and other sources of information.

7. Analyzes results of comparison and surveys and develops specific recommendations for review by management.
8. Analyzes employee utilization of current benefits and develops specific recommendations for review by management.
9. Assists in preparing materials and in presenting benefit plan changes to employees.
10. Processes leave of absence approvals and rejections.
11. Responds to notifications from state agency regarding unemployment claims filed by former employees.
12. Issues annual individual summary of benefits to employees.
13. Maintains employee benefit files and other record keeping.
Qualifications
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Education and/or Experience

Bachelor's degree (B. A.) from four-year college or university; or one to two years related experience and/or training; or equivalent combination of education and experience. 
Language Skills

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents. Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community. Ability to write speeches and articles for publication that conform to prescribed style and format. 
Mathematical Skills

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations. 
Computer Skills

To perform this job successfully, an individual should have knowledge of Word Processing software; Spreadsheet software; Human Resource System software; and Database software.
Reasoning Ability

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include Close vision, Distance vision and Ability to adjust focus.  While performing the duties of this Job, the employee is regularly required to sit and talk or hear. The employee is frequently required to walk. The employee is occasionally required to stand; use hands to finger, handle, or feel and reach with hands and arms. 
Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	Benefits Administrator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Human Resources Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Provide oversight for the administration of the Company’s retirement benefit programs including defined benefit pension and 401(k) retirement plans.  Serve as the liaison for coordinating internal and external plan administration to ensure compliance with all regulatory requirements and ERISA. 

Essential Duties and Responsibilities

14. Primary responsibilities include the administration and supervision of the Society’s pension plan.  

15. Assist with evaluation, development and recommendation of pension plan benefit design.

16. Work with Retirement Plan consultant to investigate and resolve issues and recommend process improvements.

17. Work with Retirement Plan consultant to supply data for completion of the annual Retirement Plan and 401(k) Plan valuation.  Verify results of the annual plan valuation and submit to the Employees’ Retirement Plan Committee for distribution to the Board.

18. Prepare annual audit reports for the Retirement and Savings Plans.  Coordinate with outside auditors to verify audit reports and perform the annual plan audit of Retirement and Savings Plan records.

19. Fulfill all reporting requirements (i.e. 5500, 8955, 990’s etc.) of all relevant government rules and regulations, including the Employee Retirement Income Security Act (ERISA).

20. Prepare plan communications to participants to ensure regulatory compliance and understanding among participants for the Retirement, SERP and Group Term Plans.  Responsible for the development and distribution of the Summary Plan Descriptions for the retirement plans, Summary Annual Reports, Amendments and Annual Benefit Statements.

21. Perform all compliance testing related to Employees’ Retirement Plan with assistance from the consultant.

22. Work with Retirement Plan consultant to maintain accurate records of separate 401(k) accounts.

23. Calculate present value of Retirement Plan benefits when needed.

24. Review QDRO’s and work with petitioner attorney’s office, benefit consultant and Legal Department to ensure order is written in compliance with our Retirement and Savings Plans.  Process QDROs submitted by the courts.

25. Process application and payment of annual PBGC premium payments.

26. Prepare retirement plan budget projections.

27. Establish and maintain departmental procedures for assigned benefit processes including internal control documentation for the Pension and SERP Plans, and the calculation of the retirement liability.

28. Maintain department database which includes correcting employee/agent data, purging obsolete retirement records, and verifying end-of-year database updates, update government limits, etc.

29. Stay current on federal and state employment laws and other agency rules and regulations pertaining to area(s) of responsibility.  

30. Maintains confidentiality of all payroll, medical, benefit and personnel-related information, policies, and related matters.  

31. Performs other duties as requested.
Knowledge and Skill

Bachelor’s degree in Human Resources or related field.  Minimum of 5 years of related work experience.  CEBS certification preferred. 

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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