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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

BENEFITS SPECIALIST 

 

DEFINITION: 
Under the direction of the Assistant Superintendent of Business Services, perform a variety of specialized 
duties in support of a centralized employee benefits system including enrollment, data collection, record-
keeping, accounting, and fund disbursement activities; serve as a technical resource to personnel 
concerning employee benefits information, insurance plans, options, guidelines and procedures.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Provide eligible employees, domestic partners, retirees and surviving spouses with benefits; 
assist in the plan and organization of activities in the employee benefits office; coordinate benefit 
activities with other operating units of the District. 

 Serve as a technical resource to personnel concerning employee benefits information, insurance 
plans, enrollment options, eligibility, coverage and claims; respond to inquiries; provide technical 
information concerning related policies, procedures, guidelines, rules and regulations.  

 Interpret and explain benefit plan designs, changes, policies and procedures to District 
employees; provide assistance in researching and incorporating cost-effective benefit programs; 
develop operating procedures for effective processing and controlling of benefit programs. 

 Gather and maintain data on employee benefit usage and costs; analyze and monitor 
informational and budget data; prepare related reports as requested; act as liaison with insurance 
carriers, administrators and others to resolve problems. 

 Ensure contract compliance for employee services; draft and assist in designing benefit 
informational brochures; develop and conduct benefit information programs such as new 
employee orientation, and retiree benefit plan updates. 

 Compile information and prepare and maintain a variety of records and reports related to 
employee information, benefits, rates, retirements, terminations, insurance plans, contracts, 
payments, and other assigned duties; establish and maintain filing systems; retain historical 
reference of benefit accounts. 

 Gather, compile data and prepare reports and insurance eligibility lists; respond to 
questionnaires, surveys and requests for information; responsible for monitoring legislative and 
legal changes in area of responsibility; ensure compliance; direct work of support staff on 
projects; participate in available training in order to meet new technology standards; perform 
related duties as required or assigned.  

 Communicate with personnel, insurance providers, brokers and various other outside agencies to 
exchange information, coordinate activities and resolve issues or concerns. 

 Operate a computer, assigned software and a variety of other office equipment as assigned; 
operate a microfiche reader. 

 Order, receive and maintain inventory of benefits materials. 
 Perform clerical duties in support of the office including sorting and distributing benefits mail to 

various departments, participating in mailing notifications and other benefit materials, processing 
teacher contracts and others as assigned.  

 
OTHER DUTIES: 

 Perform related duties as assigned. 
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REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school and three years of increasingly 
responsible experience working with employee benefits programs. 
 

Knowledge of:  
 Methods, practices, terminology and procedures used in benefits administration.  
 Employee benefit packages and insurance programs. 
 Summary plan descriptions, vendor contracts and related forms. 
 Accounting practices, procedures and terminology. 
 Processing of various insurance and workers’ compensation claims. 
 Employee benefits enrollment practices and procedures. 
 Collective bargaining agreements and procedures. 
 Policies and objectives of assigned programs and activities. 
 Applicable laws, codes, regulations, policies and procedures including COBRA, Affordable Care 

Act, Family Medical Leave Act, HIPAA Regulations, union contracts and Domestic Partner 
Taxation. 

 Preparation, review and control of assigned accounts.  
 Interpersonal skills using tact, patience and courtesy. 
 Record-keeping and report preparation techniques. 
 Oral and written communications skills. 
 Modern office practices, procedures and equipment. 
 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 Operation of a computer and assigned software. 
 Mathematical computations. 

 
Ability to: 

 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. 

 Process, evaluate and assist employees with the completion of enrollment forms. 
 Troubleshoot and resolve employee issues and concerns regarding benefits. 
 Perform a variety of accounting duties including fund disbursement and accounts receivable 

functions. 
 Serve as a liaison between personnel, insurance brokers and benefit plan administrators. 
 Prepare and maintain permanent employee benefits records and files. 
 Update records and notify personnel with changes in employment status. 
 Interpret, apply and explain rules, regulations, policies and procedures. 
 Utilize a computer to enter data, maintain records and generate reports.  
 Make arithmetic calculations quickly and accurately. 
 Communicate effectively both orally and in writing. 
 Establish and maintain effective working and cooperative relationships with others. 
 Meet schedules and time lines. 
 Plan and organize work. 
 Prepare and maintain a variety of records and reports. 
 Operate standard office equipment including a computer and assigned software. 
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WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office environment. 

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Dexterity of hands and fingers to operate a computer keyboard. 
 Seeing to read a variety of materials. 
 Hearing and speaking to exchange information in person and on the telephone. 
 Sitting for extended periods of time. 
 Bending at the waist, kneeling or crouching to file materials. 

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission:  July 2002 

Approved by Governing Board:  July 2002 

Salary Range:  II Confidential Salary Schedule 

Revised:  4/14/1999 


