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JOB DESCRIPTION                             
 
  

TITLE                                              BENEFITS MANAGER 
 
QUALIFICATIONS  
 
 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

  
Education/ 
Experience 

Bachelor’s degree in Business Administration, Risk Management, 
Insurance or other related discipline; five years related experience 
and/or training; or equivalent combination of education, training and 
experience which provides the required knowledge, skills and 
abilities for this position.  Basic computer skills required (i.e., ability 
to use email).   
 

Language Skills Ability to read, analyze, and interpret general business periodicals, 
professional journals, technical procedures, or governmental 
regulations.  Ability to write reports, business correspondence, and 
procedure manuals.  Ability to effectively present information and 
respond to questions from groups of board members, administrators, 
employees, union representatives, and the general public. 
 

Mathematical Skills  
 

Ability to work with mathematical concepts such as probability and 
statistical inference, and general business math applications.  Ability 
to apply concepts such as fractions, percentages, ratios, and 
proportions to practical situations. 
 

Certificate/License Certification from the International Foundation of Employee Benefit 
Plans as a Certified Employee Benefit Specialist (CEBS) preferred. 
 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw 
valid conclusions.  Ability to interpret an extensive variety of 
technical instructions in mathematical or diagram form and deal with 
several abstract and concrete variables. 
 

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.  
While performing the duties of this job, the employee is regularly 
required to sit; use hands to finger, handle, or feel; and talk or hear.  
The employee is occasionally required to reach with hands and arms.  



The employee must occasionally lift and/or move up to 10 pounds.  
Specific vision abilities required by this job include close vision, and 
ability to adjust focus.  The employee shall remain free of any alcohol 
or non-prescribed controlled substance in the workplace throughout 
his/her employment by the District. 
 

Work Environment The work environment characteristics described here are 
representative of those an employee encounters while performing the 
essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential 
functions.  The noise level in the work environment is usually quiet. 
 

REPORTS TO Director of Benefits & Wellness 
 

GENERAL RESPONSIBILITIES 
  

1. Administers the district’s various employee benefit plans such as life, health, dental, and 
vision insurance, the Florida Retirement System (FRS) plan, IRS Section 125 plan, 
Family Medical Leaves (FMLA) and other benefit programs. 

 
SPECIFIC RESPONSIBILITIES 
 

1. Enrolls new employees in benefit plans and provides benefits orientation. 
 
2. Prepares and distributes informational materials and conducts employee seminars to 

disseminate information on a timely basis; notifies employees and labor union 
representatives of changes in benefit programs. 

 
3. Provides guidance to employees and dependents upon separation from the district to 

include retirement processing, health care continuation, and compliance with all other 
federal and state requirements; coordinates the billing of  benefits in conjunction with 
federal and state requirements, district policy, and appropriate collective bargaining 
agreements. 

 
4. Processes status changes, and reviews and approves the claim reports. 

 
5. Processes open enrollment benefit plan transfers. 

 
6. Maintains vendor contact to investigate discrepancies and provide information in non-

routine situations; functions as the employee liaison for the resolution of all non-routine 
benefit claim problems. 

 
7. Provides vendors appropriate documentation for life, pension, and disability benefits 

claims; maintains enrollment data for all benefit programs; reviews and approves vendor 
payments on a timely basis. 

 
8. Evaluates and compares existing employee benefits with those of other employers by 

analyzing other plans, surveys, and other sources of information. 
 

9. Analyzes results of comparisons and surveys and develops specific recommendations 



regarding benefit and/or premium changes for review by administration. 
 

10. Analyzes employee utilization of current benefits and develops specific 
recommendations for review by administration. 

 
11. Maintains employee benefit files and other record keeping. 

 
12. Assists with developing the benefit department’s annual budget and monitors the budget 

on a monthly basis. 
 

13. Coordinates and works with the state and independent auditors, and files the actuarial 
certification as required by law. 

 
14. Files appropriate annual reports as required by law including retiree insurance, end of 

year plan filing (Florida Statutes section 112), and all other required filings. 
 

15. Functions as a resource to various committees studying employee benefits. 
 

16. Performs such other duties as assigned. 
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