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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 Specialist

Sample 1

	Job Title:
	Benefits Specialist
	FLSA Status:
	

	Department:
	Employee Relations
	Reports To:
	Human Resources Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Benefits Specialist is responsible for daily administration of the company’s benefit programs.  H/she also gathers information on workers attitudes toward the work environment, and reports this information to the Human Resources Manager.

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. Administers medical, dental, prescription drug, and flexible spending benefit programs as well as administers compliance with Family and Medical Leave Act(s) and COBRA.

2. Maintains all records related to company benefit plans and compliance with applicable laws.

3. Analyzes and processes benefits information.

4. Advises employees regarding benefit issues, eligibility for insurance, hospitalization and coverage.

5. Administers Reimbursement Benefits (Vision, Tuition, Exercise, Safety Shoes and Glasses).

6. Prepares reports relating to benefit and reimbursement claims and activity costs.

7. Oversees employee activities and events.

8. Provides employee orientations for new hires.

9. Gathers workers feelings affecting motivation and morale.

10. Chairs the Company Wellness Committee.

11. Maintains the Employee Handbook.

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

· Possess Bachelor’s degree in Business Administration with emphasis in Human Resources or related field.

· SPHR or PHR Certification is desirable. 

Language Skills

Requires good oral and written communication skills in order to interact with all employee levels within the company as well as outside administrators.

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 phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.

While performing the duties and responsibilities of this position, the employee is occasionally required to climb or balance, stoop, kneel, crouch or crawl, reach above shoulders, and move from place to place.  The incumbent will regularly stand, walk and move from place to place and will frequently talk and listen, sit and use hands to finger or handle.  Specific vision requirements for this position include close vision, distance vision and the ability to adjust focus.  

The incumbent will occasionally be required to lift up to 10 pounds.

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.)

The employee works in an office environment where the noise level is moderate.  Occasional trips to manufacturing areas will be required, and occasional travel for company business is also required.

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

	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 Specialist
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Manager, Benefits Administration

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Act as a centralized resource for employees with benefit questions.  Responsible for researching and resolving all HR concerns, and assuring employee satisfaction with benefits.  Provide or direct employees to information and resources to improve understanding and utilization of the total benefit package.  Act as an advocate to work directly with vendors in resolving employee issues.  Additional duties include administering benefit processes, reporting and tracking benefits, outside vendor support and audits, processing payroll transactions.  Provide project assistance as needed.
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.

12. Respond to questions from plan participants regarding the Company’s health and welfare benefit programs, retirement, 401(k) and group term life plans.  
13. Communicate with various health plan vendors to respond to employees general inquiries regarding benefits. Conduct appropriate research when necessary to resolve issues.  Interface with third party plan providers as needed to advocate the employee’s position.  

14. Calculate retirement benefits/quotes and process necessary paperwork.  

15. Process Employees’ Savings Plan transactions that may include reconciling payroll contributions, setting up eligible employees, loans, withdrawals, and QDROs.  

16. Process payroll transactions for promotions, transfers, new hires, wage adjustments, garnishments, terminations, and benefit deductions. 

17. Create and maintain personnel files, ensuring paperwork is complete and accurate.

18. Audit and verify accuracy of all employee change requests.
19. Process monthly billings and prepare payment of invoices for group plans. 

20. Run standard reports and perform ad hoc reporting to support department programs.
21. Process Workers Compensation claims.  
22. Assist with the annual open enrollment process.

23. Assist with the completion of various benefit and salary surveys.  

24. Maintains confidentiality of all payroll, medical, benefit and personnel-related information, policies, and related matters.  
25. Greet applicants and administer pre-employment testing as needed.  
26. 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 in Business Administration with emphasis in Human Resources or related field.  Minimum of 1 year of related work experience. 

Physical Demands

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.)

The employee works in an office environment where the noise level is moderate.  Occasional trips to manufacturing areas will be required, and occasional travel for company business is also required.

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

	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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