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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: B:00 a.m. TO: 5:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Qrder of Importance

Knowledge, Skilis & Abilities

40 | Performs a wide variety of both ongoing & special benefit projects in
the health benefits area (e.g., health, pharmacy, managed mental health,
COBRA, health care spending, flexible spending accounts, dependent
‘care); coordinates, monitors, & evaluates contractor performance of
employee benefits programs; reviews periodic data produced by benefit
program contractors; evaluates systemic benefit program & process
deficiencies & recommends changes both internally & for contractors;
assists in preparing bid specifications & requests for proposals, & eval-
uations of vendors; reviews enrollment, utilization, cost & other rele-
vant data for assigned benefit plans offered to state employees; provides
technical assistance to Human Capital Management (HCM) staff, bene-
fits management representatives & benefit management customer ser-
vice representatives; serves on a team of benefit management analysts.
Coordinates activities with consultants to oversee vendor performance.

JOB TITLE

Benefits Management Analvst

20 | Prepares reports on cwrrent benefits related issues & cost & benefit
analysis; researches and evaluates benefit alternatives & options; main-
tains all assigned vendor contracts, amendments, audit reports & other
documents pertinent to contracting with benefit plans.

Attends meetings; provides advice to & answers questions from public
officials & agencies regarding benefits issues; serves as liaison with
vendors, agencies, & private contractors; enter, edit & retrieve data &
produce documents; other duties as assigned (e.g., research & analysis,
special projects).

—
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15 | Receives vendor invoices (e.g., medical, dental, vision, life, commuter
choice, flexible spending account) & obtains manager approvals; sub-
mits to accounts payable for timely processing; maintains spreadsheets
of invoice amounts & dates; maintains copies of invoices & answers
internal & external inguiries about issues related to payables.
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JOB CODE

Knowledge of (1) benefits administra-
tion, (2) accounting practices & proce-
dures, (3) public relations, (4) govern-
ment structure & process®.

Skill in {5) use of personal computer &
related hardware & software (e.g. Mi-
crosoft Word, Excel, Peoplesoft).
Ability to (6) understand benefits insur-
ance field, (7) handle sensitive inquiries
from & contacts with officials & gen-
eral public, (8) define problems, collect
data, establish facts & draw valid con-
clusions, (9) use statistical analysis,
(10) prepare meaningful, concise &
accurate reports. '

Knowledge of 1, 3, 4*
Skill in 5.
Ability to 6, 7, 8, 9, 10, 11.

Knowledge of 1, 3, 4*.
Skill in 5.

| Ability to 6, 7, 8, 9, 10, 12.

Knowledge of 1, 2, 4%,
Skill in 5.
Ability to 7, &, 10

*developed after employment
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material; revises communication materials to meet the needs of the state
for assigned benefits programs; reviews benefits program contractor’s
communications (e.g., open enrollment, miscellaneous correspondence,
etc.) for employees & makes recommendations; develops & writes pol-
icies & procedures & submits to management for approval; interprets
contracts & health plan policies & established policies & procedures to
ensure compliance with assigned benefits programs; conducts research
for benefits plan design changes & drafts decisions; drafts policies &
procedures for special projects.
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FROM: 8:00 a.m. TO: 5:00p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
10 | Drafts & edits employee benefits communications, open enrollment Knowledge of 1, 3, 4*,

Skill in 5.

Ability to 6, 7, 8, 9, 10, (11) write &
develop policies & procedures, (12).
proofread technical materials, recognize
errors & make corrections
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