Carteret County Public School System

Job Descriptions









Position ID#









Category: Central Office

TITLE:


Employee Benefits Representative

QUALIFICATIONS:
1.
High School Diploma  

2. Two years of post-secondary training.

3. Five years job experience as a secretary, bookkeeper, or experience working in the school system’s finance department.

4. Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

REPORTS TO:
Finance Officer

SUPERVISES:

N/A

JOB GOAL:
To assist employees with health care benefits, retirement benefits, disability benefits,  and workers compensation programs.

PERFORMANCE  RESPONSIBILITIES:

1.
Enrolls new employees in health care plan and makes changes to existing plans as requested.

2.
Balances health care insurance bill and requests checks for monthly bill.

3.
Enrolls new employees in optional life insurance plans.

4. Balances life insurance bills and requests checks for monthly bills.

5.
Makes beneficiary changes as requested by participants.

6. Completes paperwork in event of death of employee.

7. Enrolls employees in cafeteria benefits insurance plans and makes changes to existing plans as requested.  

8. Balances bill from cafeteria benefits insurance plans and requests monthly bills.

9. Maintains employee deductions for NCAE and NCAA dues.

10. Handles paperwork and files for short term disability, long term disability, and workers compensation.

11. Handles all paperwork and files pertaining to retirement.

12. Performs various office duties as assigned.

13. Other such duties as assigned by the Superintendent or designee.

TERMS OF EMPLOYMENT: Twelve month year.  State salary scale is used to determine pay.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy for Support Personnel.


