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Posting Date:  July 25, 2019
TITLE:

Benefits Specialist
REPORTS TO:
Director of Finance
SUPERVISES:
N/A

TERM:

12 months 

JOB GOAL:
Be responsible for developing, maintaining, and updating employee benefits for computer input with minimal supervision and direction.
QUALIFICATIONS AND TRAINING:

· Minimum of High School Diploma or GED – Bachelor’s Degree preferred
· Training or successful experience in benefits preferred
· Physically able to perform assigned duties

· Acceptable criminal background check
EVALUATION:
Performance of this job will be evaluated in accordance with 

provisions of the Board’s policy on evaluation of personnel. 

PERFORMANCE RESPONSIBILITIES:

Job Description:  Benefits Specialist
1. Maintain employee benefits records through on-line data terminal/work station computer input (health, dental, vision, retirement, etc)
2. Processes payments on accounts as they become due.
3. Enters all transactions into computer.
4. Balances bank statement each month.

5. Maintains an accurate paper trail on all transactions for auditing purposes and accurate/current account balances on each fund.
6. Work in My Benefits Channel to create an online library for Professional Development.
7. Maintain Siesta.  Keep Siesta current with current dates and current employees.
8. Work with payroll supervisor 

9. Process contract for all employees

10. Provide employees with information about benefits.
11. Demonstrates ethical behavior and confidentiality of information about students in school environment and community.
12. Performs other duties as assigned by the financial supervisor
APPLICATION PROCEDURE:
Submit a Resume to Toni Eubanks at toni.eubanks@hcsk12.net 
Position is available until filled.

NOTICE OF VACANCY 


Application Deadline:  UNTIL FILLED








