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Position: Benefits and Leave Analyst Position Number:   
Department/Site: Human Resources FLSA: Non-Exempt – (Classified 

Confidential) 
Reports to: Chief Human Resources Officer Salary Range:  28 

 
DEFINITION: 
 
Under general supervision, performs a variety of complex and analytical duties in administering 
and communicating District pre- and post-tax benefit plans, including workers’ compensation 
and employee leaves, in compliance with all legal and regulatory requirements; performs 
analyses, interprets District policies, plan provisions and legal requirements; advises employees 
on complex benefit plan options and requirements; represents the District in dealings with 
carriers and plan providers to ensure the best interests of the District and employees are being 
met; and performs related duties as assigned; performs related work as required. 
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Act (ACA), contractual agreements and labor contract requirements; ensures a high level 
of customer service to employees, retirees and others on benefits program matters. 

• Compiles materials and conducts benefit orientation; provides benefit plan materials to 
new employees, answers questions; processes enrollments of employees and employees 
becoming benefit eligible or making benefit enrollment changes due to qualifying events, 
transmits information to carriers and third-party administrators and enters data into the 
payroll and/or HRIS system to maintain employee benefit files and records; conducts 
benefit meetings as required; processes employee benefit updates; acts as liaison with 
program administrators and insurance carriers to resolve problems. 

• Research, analyze and compile statistical data for completion pf benefit surveys and 
audits; research and project employees leaves for leaves of absence, disability plans and 
implementation. 

• Coordinates and administers benefit plans for eligible retirees, including medical, dental 
and vision insurance plans; notifies retirees of annual rate changes; receives retiree and 
self-pay benefits premium payments, enters data in the payroll and/or HRIS systems and 
transmits payments to Finance; notifies individuals of overdue or incorrect premium 
payments received. 

• Coordinates and conducts the annual open enrollment process; prepares and distributes 
benefit enrollment information to employees; explains available benefit options and any 
plan changes to employees; determines annual benefit eligibility for adjunct employees; 
coordinates with vendors to ensure eligible retirees, employees and dependents are 
accurately enrolled; updates deductions for any rate changes and enters benefit 
information 
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• Basic accounting principles. 
• Techniques for providing a high level of customer service by effectively dealing with the 

public, vendors, contractors, and District staff. 
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Ability to: 

• Participate in the development and administration of a comprehensive program of 
employee benefits to meet employee and District needs within the District’s benefits and 
financial objectives. 

• Organize, coordinate and participate in day-to-day administration of the District’s pre-
and post-tax benefit plan offerings. 

• Understand, interpret, explain and apply provisions of workers’ compensation laws and 
proactively administer the program. 

• Organize, set priorities and exercise sound, independent judgment and initiative within 
areas of assigned responsibility. 

• Analyze complex benefits issues and problems, gather relevant data, evaluate alternatives 
and make appropriate decisions and r
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LICENSES AND CERTIFICATIONS: 
 
• Possession of, or ability to obtain, a valid California Driver’s License by time of 

appointment. 
 
PHYSICAL DEMANDS: 
 
Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; to operate a motor vehicle and to visit various District and meeting sites; 
vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person, before groups, and over the telephone. This is primarily a sedentary office 
classification although standing and walking between work areas may be required. Finger 
dexterity is needed to access, enter, and retrieve data using a computer keyboard, typewriter 
keyboard, or calculator and to operate standard office equipment. Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information. Employees must possess the ability to lift, carry, push, and pull materials and 
objects up to 25 pounds. 
 
ENVIRONMENTAL ELEMENTS: 
Employees work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances. Employees may interact 
with upset staff and/or public and private representative in interpreting and enforcing 
departmental policies and procedures. 
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