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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 Analyst - Medical
Sample 1

	Job Title:
	Benefits Analyst - Medical
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Manager, Benefits Administration

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Assists in the daily administration of the Company’s group benefit plans with primary focus on the health and welfare plans.  Prepares reports, process benefit changes, answers questions, and assists with testing and verification.  Participates in the research and design of benefit plan options and improving and enhancing existing programs.
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. Primary responsibilities include supporting the administration of the Company’s health and welfare plans.  

2. Coordinate daily benefit processing and serve as lead to Benefit Specialists for daily processing of health and welfare plan transactions.  

3. Respond to questions from plan participants regarding the Company’s benefit programs, including resolution of escalated benefit plan calls.  Interface with third party plan providers as needed to advocate an employee’s position.  

4. Calculate retirement benefits/quotes.  Provide support to Benefits Administrator on more complex retirement plan calculations.  Train Benefit Specialists on retirement quote process.    

5. Coordinate transfer of data to external contacts for services, premiums, and plan administration.  Oversee the processing of monthly billings and preparation of payment of invoices for all benefit plans.    

6. Monitor and approve transfer of funds for health and welfare benefit payments. 

7. Document and maintain administrative procedures for assigned benefit processes.  

8. Maintain records and balance reporting and funds transfer with the Center for Medicare Services as it relates to the Medicare subsidy program.   

9. Assist Information Technology Department with maintaining, revising, developing and testing HR systems.

10. Process payroll transactions for promotions, transfers, new hires, terminations, retirements, etc. 

11. Create and maintain personnel files, ensuring paperwork is complete and accurate.  Audit and verify accuracy of employee change requests. 

12. Assist with plan communications to participants to ensure regulatory compliance and understanding among participants.  Assist with the development and distribution of the Summary Plan Descriptions.  

13. Assist with government reporting and testing requirements (i.e. non-discrimination testing, 5500, etc.).

14. Assist with internal and external HR payroll and retirement plan audits. 

15. Assist with benefit plan design, benefit cost changes and vendor relationships including vendor renewal process.   

16. Provide standard and ad hoc reports to support department programs.  

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

18. Performs other duties as requested.
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. Minimum of 5 years of related work experience. 
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.


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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