City of Chattanooga, TN

Classification Title:  Benefits Technician


	Department: 
	Human Resources
	Pay Grade:
	11

	Supervision Received From:
	
Director, Risk Management & Insurance
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for coordinating day-to-day benefits activities. Duties include: reconciling health, dental, and vision insurance invoices with deduction registers and ensuring vendors are paid appropriately; assisting employees and retirees in understanding coverage and plan design; processing payroll deduction forms; coordinating annual open enrollment; presenting at employee meetings; and, ensuring enrollment forms are properly completed before payroll and vendor entry.  Work requires limited supervision.
SERIES LEVEL:

The Benefits Technician is a stand-alone classification in the Human Resources Department.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Provides technical information and instruction regarding benefits coverage to employees, retirees, and dependents; interprets and explains rules and procedures; answers questions; resolves problems, complaints, and issues; interfaces with vendors to facilitate the timely resolution of benefit problems.

· Provides information and materials to employees, vendors, and internal customers to facilitate and support the City’s benefits program.

· Reconciles multiple health, dental, and vision insurance vendor invoices against deduction register to ensure appropriate employee payments and coverage; identifies discrepancies and implements corrective action to ensure appropriate resolution.

· Assists employees in understanding benefit plan designs and/or correcting claim problems with various insurance vendors and providers.

· Reviews and processes forms received from employees to ensure appropriate payroll deductions occur in a timely manner, including benefits enroll forms, change forms, and/or other related items.

· Processes forms to ensure the timely payment of insurance payment and vendor invoices.

· Identifies employees who are on leave and determines if insurance premiums are due the City; notifies employees of premium amounts owed and ensures money is collected and deposited appropriately.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., with college coursework in a related field, and two years related benefits or insurance experience.
LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of basic accounting and mathematics; customer service principles; recordkeeping practices and procedures; applicable Federal, State, and Local laws and regulations related to benefit programs; and, employee benefits and insurance principles related to employee benefits.

Skill in using a computer and related software applications; solving problems; performing multiple tasks simultaneously; administering employee benefit packages; analyzing and compiling information; developing reports; providing customer service; maintaining records; reconciling benefit accounts and information; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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