Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  January 1, 2005; Revised March 31, 2005; Updated:  August 4, 2011
HUMAN RESOURCES ADMINISTRATOR-BENEFITS MANAGER

DISTINGUISHING FEATURES OF THE CLASS:  The work involves responsibility for assisting the Human Resources Director with administration of human resources program for Schuyler County and also managing the employee benefits program for the County.  The work is carried out in accordance with established procedures and requires the interpretation and application of Federal, State and County laws and policies as they relate to Human Resources administration. The work is performed under the general supervision of the Human Resources Director with leeway being allowed for the exercise of independent judgment in carrying out the details of the work.  Direct supervision is exercised over subordinate personnel in the department.  Does related work as required.   

TYPICAL WORK ACTIVITIES:

Assist in the management of all human resource programs;

Administer medical, dental, and vision plans for County, Towns, special districts, and retirees of the County and other entities;

Assist with the compliance of laws affecting employment including FLSA, OSHA, FMLA, ADA, COBRA, and drug screening;

Work with County departments and employees to process Disability, Workers Compensation and Health Insurance claims;

Calendar all time-off for employees on medical/worker’s compensation and FLMA leaves of absence;

Set-up of all benefits in HRB database and maintain employee timecard records in EzLM for employee benefit purposes;

Oversee new employee orientation and exit interview procedures;

Assist Director with advising appointing authorities as to proper steps and techniques for solving personnel staffing and disciplinary problems within the scope of law, Schuyler County Policies and Procedures, and Union contracts;

Assist the Human Resources Director with investigations, grievances, negotiations, and representation at various hearings/meetings;

Collaborate with Human Resources Manager in updating and editing Policies and Procedures, Management/Confidential Salary Plan, and other relevant materials;

Assist in the preparation of departmental budget;

Collaborate dissemination of information and schedule various benefit sessions for benefit providers;

Comply with requests from NYS Retirement system by forwarding wage, employment and retirement related data;

Analyze and reconcile monthly health insurance census, report changes, and process voucher for payment;

Direct and participate in the preparation of a variety of reports concerning Human Resources issues;

Train and supervise subordinates;

Gather information, prepare reports and make recommendations to the Human Resources Director;

Assist Director in preparation of departmental annual report.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of administration of insurance programs and other employee benefit programs;

Good knowledge of principles and practices of public personnel administration;

Good knowledge of the laws affecting employment;

Working knowledge of the organization and functions of local government;

Working knowledge of Microsoft Word and Excel Spreadsheet;

Ability to organize and maintain accurate personnel/insurance records and files;

Ability to communicate effectively both orally and in writing;

Ability to establish and maintain effective working relationships with others;

Ability to analyze and resolve complex problems regarding Human Resources and employee benefits matters;

Ability to use personal computer to maintain records and create reports;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

A.  Graduation from a regionally accredited or New York State registered college or university with a Bachelor’s degree in Business Administration or Human Resources Management and two years of responsible professional experience in public or private human resources administration; or

B.  Graduation from a regionally accredited or New York State registered college or university with an Associate’s degree in Business Administration or Human Resources Management and four years of responsible professional experience in public or private human resources administration; or

C.  Graduation from high school and six years of experience as described in A above; or

D.  An equivalent combination of training and experience as defined by the limits of A, B, and C above.

PROMOTIONAL REQUIREMENTS:  Three years of permanent competitive status as a Human Resources Clerk.

Human Resources Administrator-Benefits Manager
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