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DAS301920

DIVISION OR INSTITUTION
Human Resources

UNIT OR OFFICE
Benefits Administration — Disability Svs
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JOB TITLE
Benefits Manaaement Analvst
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00am TO: 5:00 pm
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
45 | Manages projects for all state employee disability benefit programs; Knowledge of (1) benefits administra-

coordinates monitors & evaluates benefit policies & procedures & im-
plementation processes for the disability leave program; reviews data &
materials produced by benefits vendors & communicates information
regarding disability plan data to disability benefits operations staff; re-
views and tracks vendor invoices; serves as lead worker & reviews dis-
ability benefit day-to-day operational processes; coordinates, schedules
& downloads completed hearing recordings of the chapter 119 disabil-
ity hearings with the Hearing Officers, Attorney General’s Office &
Benefits Management Representatives; makes recommendations for
processing efficiencies; provides technical assistance to benefits man-
agement representatives & benefits customer service representatives
regarding disability program; acts on behalf of benefits manager in
manager’s absence.

Interprets benefit plan policies, contracts & eligibility provisions for
state agency benefits officers, human resources professionals & payroll
staff; clarifies contract provisions & eligibility criteria for benefits op-
erations staff; develops & writes disability benefit memoranda; edits
communication materials, (i.e. employee benefit handbooks, newslet-
ters, surveys & disability benefit procedures manuals).

Coordinates benefits issues with OCSEA; attends meetings on behalf of
benefits manager; serves as liaison with state agency representatives &
benefits staff on disability benefits issues & projects; responds to phone
inquiries & provides information; provides advice & assistance to state
agencies, employees & officials; operates personal computer to enter,
edit & retrieve data & produce documents; performs other duties as
assigned including research, analysis & special projects.

tion; (2) management; (3) public rela-
tions; (4) office practices & procedures;
(5) Ohio Revised Code; Ohio Adminis-
trative Code & collective bargaining
contracts governing state employee
benefits*; (6) government structure &
process™.

Skill in (7) operation of personal com-
puter & related software.

Ability to (8) understand benefits insur-
ance field; (9) define problems, collect
data, establish facts & draw valid con-
clusions, (10) prepare meaningful, con-
cise & accurate reports.

Knowledge of 1, 2, 3, 4, 5%,
Skill in 7.
Ability to 8, 9, 10.

Knowledge of 1, 3, 4, 5*.

Skill in 7.

Ability to 8, 9, 10, (11) handle sensitive
inquiries from & contacts with officials
& general public; (12) write letters,

papers & reports.

* developed after employment
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