STATE OF NEBRASKA
CLASS CODE:
K17420

CLASS SPECIFICATION
SALARY GRADE:
12

EST: 5/94 - REV: 02/01
OVERTIME STATUS:
N
PERSONNEL BENEFITS SPECIALIST

DESCRIPTION:  Under limited supervision of the Employee Services Administrator, performs complex administrative and technical program support activities in the operation, development and interpretation of provisions of the State of Nebraska Employees Benefits Program including health coverage, dental insurance, Flexible Spending Accounts (FSA) and pre-tax premiums (all of which are part of the Section 125 plan), and life insurance, long-term disability insurance, Employee Assistance Program, COBRA, early retiree plans; adjudicates the most difficult FSA claims; and coordinates the Nebraska Managers Training (NMT) program; guides the work of other Employee Benefits staff as a lead worker; performs related duties as assigned.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Assists in developing, interpreting and implementing policies, standards and procedures related to federal and state benefit regulations.

Drafts research and position papers for the administrator, director and Governor's office on impact of legislative proposals impacting the State's benefit program.

Monitors current and newly proposed and enacted federal and state legislation impacting benefit programs at the state level and makes recommendations accordingly.

Researches national trends and developments in the benefits administration area and develops recommendations and proposals for changes in current benefit  program for review by benefits administrator.

Participates on committees, task forces and in other meetings to provide and gather information related to the State's benefit program on behalf of the administrator.

Reviews, analyses and applies IRS code, regulations and decisions concerning FSA programs to maintain integrity of qualified tax status of the plan.

Analyzes benefit claims, item by item, making the determination to approve or deny payment of FSA claims for medical and dependent day care spending accounts.

Investigates complex, difficult, and volatile Employees Benefit Program complaints.

Testifies in court hearings to provide facts and reasoning in support of decision to deny claims.

Trains, advises and leads the work of specialists and technicians on practices and procedures of benefit programs to improve or maintain the performance levels of co-workers.

Compiles daily and monthly claims paid rosters and number of plan participants, to establish maximum plan liability on the self funded plan; compiles a breakdown report of monthly results for certain managers.

PERSONNEL BENEFITS SPECIALIST (continued)

Verifies that monthly paid claims are identical to daily paid claims; and verifies that wire transfers were sent by the State Treasurer.

Research any claim audit responses, which indicate a discrepancy in the payment amount; record the response and the outcome of the investigation of the discrepancy in the claims audit log.

Reviews and approves/disapproves notification forms and supporting documents submitted by employees to elect benefit options; evaluates completeness, consistency and conformance with the Section 125 of the IRS Code to maintain integrity of qualified tax status of the plan; advises the agency of additional documentation required for processing; approves/disapproves coding and contribution amounts for payroll deductions on benefit coverages.

Reviews death, long-term disability and waiver of premium claims to determine completeness of filing; sends to insurers for processing; follows up on payment after claim is complete.

Reviews COBRA and retiree forms to make sure all information is correct; enters the information in the computer to generate the appropriate letters; mails these letters with the appropriate forms; responds to individuals who elect the COBRA retiree plans; enters their election and personal information in the computer to generate the appropriate letters; mails letter with the correct payment booklet; records COBRA  and retiree premium payments; generates transaction reports for the Accountant.

Monitors payroll lists to verify all employees enrolled have correct contribution deducted from their pay; runs reports on FSA payment information; runs and distributes quarterly and annual participant statements.

Drafts technical correspondence, explains, and assists with implementation of employee benefit policies, procedures, processes and changes to State and local government officials, clients' attorneys, guardians, Ombudsman's office, public and participants to answer their inquiries and to facilitate proper application of these procedures and processes.

Identifies administrative errors in correspondence or from telephone conversations with State agencies, carriers, or participants; communicates with agencies regarding problems; determines where to involve the supervisor; resolves insurance discrepancies and claim problems; writes where to involve the supervisor; resolves insurance discrepancies and claim problems; writes documentation for file regarding problems and unusual situations; maintains a log of discrepancies.

Reviews updates on all insurance manuals received from carriers; notifies administrator if a discrepancy is found; prints, distributes and places updates in Personnel's Insurance manual, FSA booklet, application and termination forms.

Evaluate and compare existing state benefits with those of other relevant employees by analyzing other plans, surveys and sources of information; communicates with other States and employers regarding the operation of State Employee Benefit programs; answer benefit surveys.

Evaluates renewals of plans; drafts, releases and analyzes Requests For Proposal (RFP).

Arranges meeting rooms, times and dates, schedule video tapings, notifies training coordinators, sorts/distributes materials, and makes presentations for special projects such as open enrollment, quarterly personnel contact meetings, training sessions, and NMT ceremonies.

PERSONNEL BENEFITS SPECIALIST (continued)

Monitors training resource bank, for use by all state agencies; coordinates with trainers at agencies to obtain training they provide; sends out quarterly training schedules; arranges rooms and satellite transmissions for training; confirms registration of individuals for training; enters training completion data in the computer to assure proper credit.

Schedule NMT ceremony by obtaining a data and time from Governor's office, sending out invitation to honorees and Directors, confirming attendance and helping at the ceremony as needed.  Type certificates, have them signed by the Director and Governor and then placing the State seal and ribbons on such.

Represents the administrator at meetings and functions; speaks at public gatherings to inform employees and the public of State Employee Benefit programs and to foster good public relations.

FULL PERFORMANCE KNOWLEDGE, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  decision methods applied to adjudication of employee benefit claims; data base, accounting and management information systems.

Ability to:  exercise independent judgment to apply state and federal laws, regulations, technical manuals, policies and procedures to employee benefit decisions; effectively communicate the basis of employee benefit decisions to diverse populations such as government officials, attorneys, employees, and the public; use and explain automated data base, accounting and management information systems used in employee benefit programs.

ENTRY KNOWLEDGE, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  principles and theory of insurance programs; insurance contracts; specialized benefits terminology and practices; the Nebraska legislative system; federal and state law governing employee benefit programs; COBRA law and regulations; IRS code, Section 125; ERISA law and regulations; generally accepted accounting principals, practices and procedures; methods of maintaining employee benefits and accounting records; NAS and NEIS procedures; SQL; advanced research methods and practices.

Ability to:  interpret state and federal laws, regulations, statutes, technical manuals, policies, procedures and documents; present information correctly and concisely to all levels of employees individually and in groups; handle confidential and stressful situations with employees; analyze, review and compile information; prepare complex written reports on technical statutory and carrier contract issues; formulate practices and procedures for implementing new projects.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to posses the required knowledge, abilities and skills. general qualification guideline for positions in this class is demonstrated administrative and/or supervisory experience working with a Section 125 Program, Life Insurance and Health Benefits, and experience adjudicating Flexible Spending Account claims.

