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   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Employee Benefits 
Specialist 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Risk Management CLASSIFICATION: Non-Administrative   
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 
 

 
Non-Exempt 

WORK YEAR: HOURS: 12 months/Calendar 2000 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

 
June 29, 2016 
July 15, 2016 

SALARY GRADE: 
 

Schedule: 56 
Range: 51 

  

 
BASIC FUNCTION: 
 
Under the direction of assigned supervisor, perform a variety of technical duties in support of employee 
benefits programs including enrollment, data collection, record-keeping, accounting, claims processing and 
fund disbursement activities; serve as a technical resource to personnel concerning employee benefits 
information, insurance plans, options, guidelines and procedures. 
 



EMPLOYEE BENEFITS SPECIALIST BUSDFinal  
 

 

 Troubleshoot and resolve employee issues and concerns regarding benefits; research information as 
necessary; prepare and distribute correspondence to employees, retirees and plan participants 
concerning employee benefit plans, policies, procedures and related information; provide employees 
with related informational materials; refer staff to outside resources as appropriate 

 

 Input employee, enrollment, benefits and a variety of other data into an assigned computer system; 
maintain automated employee records and files; update the benefits module screens; generate 
computerized reports as requested; maintain accuracy of input and output data 

 

 Process personnel requisitions spreadsheets according to established procedures; enter data related 
to new hires, leaves 




