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POSITION AGENCYIDEPT D

Administrative Services

DESCRIPTION DAS301970

DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources Benefits Administration Franklin

DH{Reciassification [ INew Position D update Position Hypertinkedto [
Agency Organizational Tree

USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Benefits Analyst 20005971 Benefits Manager

< Permanent Classified Overtime: [ Eligible [] Exempt Bargaining Unit
1 Temporary
[l intermittent | [ ] Unclassified | If FLSA Exempt, exemption type:

POSITION NUMBER
20005948

Page 1of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift}:
FROM: 8:00 am TO:  500pm

JOB DESCRIPTION AND WORKER CHARACTERISTICS
Yo Job Duties in Order of importance Knowledge, Skills & Abilities

535 | Performs a wide variety of both ongoing & special benefit projects for Knowledge of: (1} benefits administra-
health benefits programs (e.g. health, dental, vision, life insurance, ma- | tion; (2) accounting practices and pro-
naged mental health, long-term care, COBRA); assists in development | cedures; (3) public relations; (4) gov-

& implementation of COBRA administration, (e.g. prepares prelimi- ernment structure & process™®; (8) HI-
nary notices; processes daily notifications; processes enrollments & PAA laws & regulations®,
terminations; posts payments, reviews error reports & corrects errors, Skiif in: (6) use of personal computer
2 completes reconciliations; develops/runs queries; researches quatlified and related hardware/software (e.g., MS
> beneficiary issues & answer their questions; opens, sorts & distributes Word, Excel, Access, PeopleSoft*); (7)
g mail); coordinates, monitors, & evaluates contractor performance of nse of Human Resources Information
w < employee benefits programs; reviews periodic data produced by benefit | System (HRIS)*
el program contractors; evaluates systemic benefit program & process Ability to: (8) understand benefits in-
- @ deficiencies & recommends changes both internally & for contractors; surance field; (9} handle sensitive in-
g § assists in preparing bid specifications & requests for proposals (RFP) & | quiries from & contacts with officials &
3 g serves on RFP evaluation commitiees; assists with contract renewal general public; (10) define problems,
% documents & evaluations of vendors; verifies & certifies death claim collect data, establish facts and draw
= processing o vendor, valid conclusions; (11} use statistical
@ analysis; {12) prepare meaningfil, con-
% cise & accurate reports; (13) ), query
.= data, upload & download data, manipu-~
‘g’ ﬁ late data via spreadsheet or database.
g
??{ 15 | Develops & writes policies, reviews internal communications, website | Knowledge of 1, 3, 4*%.
I content & procedures & submits to management for approval; interprets | Skill in 6, 7.
benefit contracts & health plan policies & established policies & proce- | Ability to: 8, 9, 10, 11, 12, 13, (14)
-5 dures to ensure compliance with assigned benefits programs; conducts write & develop policies & procedures;
&; research for benefits plan design changes; drafts policies & procedures { (13) proofread technical materials, rec-
Q’: for special projects; reviews benefits program contractor’s communica- | ognize errors & make corrections,
tions {e.g., open enroliment, miscellaneous correspondence, etc.) for
g employees & makes recommendations.
S5
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Bargaining Unit

NORMAL WORKING HOURS (Explain unusual or rotating shitt):
FROM: 8:00 am TO: 500 pm

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of importance

Knowledge, Skills & Abilities

15

15

JOB TITLE

Benefits Management Analvst

biz§lm o

Frppel

JOB CODE
65251

Attends meetings; prepares & presents information at Benefit & Human
Resource conferences; provides advice to & answers guestions from
public officials, state agencies & employees regarding benefits issues;
serves as Haison with vendors, & private contractors; operates a person-
al computer to enter, edit & retrieve data & produce documents; may
serve on open enrollment committee & attend enroliment affairs.

Prepares & reviews reports on current benefits related issues & cost &
benefit analysis & utilization & other relevant data for benefit plans
offered to state employees; assists on collective bargaining concerning
employee benefits by researching & evaluating benefit alternatives &
options; may participate on joint laber-management committees; pro-
vides technical assistance to benefits management representatives, cus-
tomer service representatives, & agency persennel; performs other du-
ties as assigned.

Knowledge of: 1, 3, 4%, 5%,
Skill in: 6.
Ability to: 8,9, 10,12, 13,

Knowledge of: 1, 3, 4%, 5*.
Skill in: 6.
Ability to: 8, 9,10, 11,
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