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RIVIERA UTILITIES
POSITION DESCRIPTION
Employee Benefits Administrator

JOB TITLE:  Benefits Administrator			DIVISION:  Eastern

REPORTS TO:  Human Resources Director		DEPARTMENT:  Human Resources

EFFECTIVE DATE:  November 2017

Note: Statements included in this description are intended to reflect in general the duties and responsibilities of this job and are not to be interpreted as being all-inclusive.  The employee may be assigned other duties that are not specifically included.
SUMMARY:
This position is responsible for directing, planning, and administering the day-to-day operations of a group benefit program which includes group health, dental, vision, short-term and long-term disability, life insurance, voluntary benefits, flexible spending plan, and retirement plan. The Benefits Administrator provides excellent customer service, investigates new benefits programs, improves existing programs, designs employee benefits plans, and manages all benefits administration tasks.  The position also provides administrative, analytical, and technical support in the delivery of other human resource activities.

Essential Duties and Responsibilities:
1.	Administers all aspects of employee benefits programs, such as retirement plans, group life and medical insurance, accident and disability income continuance plans, and the IRS Section 125 Code Flexible Benefit (Cafeteria) Plan(s).

2.	Evaluates and compares Riviera’s existing benefit plans and programs with those of area employers to determine Riviera’s competitive position in employee benefits.  Monitors current employee benefit trends, programs, and legislation to maintain benefit equity.  Ensures programs are in compliance with changing laws and regulations.  Analyzes findings and develops specific recommendations for review by management.

3.	Secures new insurance policies, maintains and updates existing insurance plans and programs to provide the most favorable coverage, cost terms, and claim settlements for all types of insurance connected with the employee benefits.  Documents and maintains administrative procedures for assigned benefits processes.

4.	Maintains benefits records, verifies the calculation of monthly premium statements, enrolls new employees after the required orientation period, 	and prepares all documents necessary for implementing benefit coverage.

5.	Reconciles, evaluates, and confirms monthly benefit provider bills.  Approves invoices for payment. Coordinates with accounting staff on questions regarding time keeping, leave, changes in pay and deductions.

6.	Coordinates the distribution of new or annual benefits enrollment forms, information pertaining to Rivera’s benefits plans and programs, and related communications.  Makes presentations to employees of eligibility of benefits plans and programs, changes in benefit plans and/or coverages, and claim settlement procedures.

7.	Counsels employees about benefit plans or programs, assists employees in submitting claims, resolves and investigates benefit problems and questions.

8.	Interviews, selects, and coordinates outside benefit consultants such as cafeteria administrators, benefit brokers, and/or attorneys.

9.	Responds to verbal and written verifications of employment as well as benefit and salary surveys.

10.	Follows up on return of completed evaluation and employee change forms to update employee records, employee files, and computer documents; notify various benefit providers and Accounting of status and wage changes resulting from personnel actions.

11.	Coordinates pre-employment and post-offer employment procedural phases and assures compliance with all legally required hiring practices.  Processes termination and retirement paperwork including COBRA notification.
		
12.	Coordinates with department supervisors/managers in formulating short-term and long-term strategic plans by notifying them of any possible employment changes such as retirements.	
		
13.	Maintains and updates all employee changes related to modifications in the employee's tax status, job title, department, benefit and payroll deductions.  
			
16.	Maintains all employee personnel records and files, establishes and maintains personnel planning, control and reporting activities to assure the confidentiality of the contents of the records and proper retention.

17.  	Manages the FMLA program including explaining the benefit, providing forms, coordinating with employees and healthcare providers on paperwork, and tracking leave.

18.	Supports other human resource department functions including serving on interview panels, managing employee complaints, advising supervisors in employee performance matters, researching and writing policy, and making presentations on human resources topics.  

 
Knowledge, Skills and Abilities
	1. Knowledge of Riviera policies, procedures, and organizational structure.

2. Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.

	3. Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership techniques, production methods, and coordination of people and resources.

	4. Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

	5. Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

	6. Knowledge of personnel laws, legal codes, court procedures, precedents, government regulations, executive orders, and company rules.

	7. Knowledge of human behavior and performance; individual differences in ability, personality, and interests; learning and motivation concepts.

	8. Knowledge of arithmetic, algebra, statistics, and their applications.

	9. Knowledge of leadership principles and practices such as:  authenticity, integrity, humility, motivation, communication, service, influence, recognition, collaboration, and innovation.
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10. Knowledge of benefit plan designs and contract language as needed to review proposals and advise on benefit selection.

11. Knowledge of all pertinent federal and state regulations, filing and compliance requirements, both adopted and pending, affecting employee benefits programs, including ERISA, COBRA, FMLA, ADA, Section 125, Medicare, COBRA, and Social Security and DOL requirements. 

12. Ability to give full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	13. Ability to perceive and become aware of others' reactions and understanding why they react as they do.

	14. Ability to communicate orally and in writing to convey information effectively so that others can understand.

	15. Ability to adjust actions in relation to others' actions as need to manage projects, work with and lead teams of employees.

	16. Ability to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	17. Ability to use judgment in decision making by considering the relative costs and benefits of potential actions to choose the most appropriate one.

	18. Ability to negotiate by bringing others together and trying to reconcile differences.


	19. Ability to solve complex problems by identifying the problem and reviewing related information to develop and evaluate options and implement solutions. 

	20. Ability to reason inductively by combining pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).


21. Ability to read, analyze, and interpret periodicals, professional journals, technical pronouncements, and governmental regulations.

22. Ability to write reports, business correspondence, policies, and procedure manuals. 

23. Ability to work effectively and pleasantly with other employees in the performance of the essential duties and responsibilities of the job.

24. Ability to operate and use spreadsheet, word processing, and HRIS application software in the PC and network environments.

25. Ability to manage several complex projects simultaneously while working under pressure to meet deadlines including the ability to plan and prioritize tasks.

26. Ability to have regular and predictable work attendance.

Work Environment/Physical Demands
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines.  This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open filing cabinets and bend or stand on a stool as necessary. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. 

Minimum Qualifications
Bachelor’s degree in Business, Human Resources, Accounting, Finance or similar and three to five years of employee benefits administration experience is required.  

Must possess or be able to obtain a valid driver’s license within 60 days of employment.
5

