[image: ]POSITION:			Benefits Analyst
DEPARTMENT:		Employee Benefits
POSITION REPORTS TO:	Team Leader
FLSA STATUS: 		Non-Exempt
Workday JOB CODE: 		 CSEBANALYST

Purpose: Provide client service support to Employee Benefits team through data analysis, benefit administration, customer service, and efficient processes to support the retention of clients.

Essential Duties and Responsibilities:
1. Assist in client specific projects as assigned, including but not limited to; preparing annual enrollment materials, financial and claim reporting, analysis, and projections, gathering underwriting data, and RFP responses.  
2. Provide excellent customer service to the clients’ employee membership by researching and resolving inquiries in accordance with established policies, procedures, and guidelines.
3. Document and maintain client information in agency management database in accordance with established policies, procedures, and guidelines. 
4. Assist with client meeting preparation, which could include scheduling, material preparation, and/or attendance at client meetings.
5. Establish, cultivate and manage relations with carriers, vendors, and clients.
6. Conduct routine audits to ensure client requests are reflected accurately. 
7. Promote teamwork, support, knowledge sharing and a positive attitude in the department and office. 
8. Promote a commitment to achieve or exceed internal and external performance standards.
9. Participate in client meetings, as needed.
10. Follow agency guidelines, policies and procedures; including professional development and continuing education required for valid licensing. 
11. Participate in training opportunities to remain current on technology, industry information, new product development, legislation, and coverages.
12. All other duties as assigned.

Competencies:
· Drives Results – Consistently achieve results through meeting timeframes.
· Customer Focused – Builds strong relationships and delivers customer centric solutions.
· Instills Trust– Gains the confidence & trust of others through honesty, integrity & authenticity.
· Resilience- Steps up to tackle tough assignments.
· Cultivates Innovation – Creates new and better ways for internal processes.
· Communicates Effectively – Delivers communications that convey a clear understanding of the unique needs of different audiences. 
· Decision Quality – Make good and timely decisions that drive efficient workflows.
· Drives Engagement – Helps create a positive and engaging work environment.
· Attracts & Develops Talent – Refer top talent and set a positive example for potential new hires.
· Mentorship – Support the growth and development of others through teamwork and knowledge sharing.

Education and Experience:

Required:
· Willingness to obtain Health and Life Insurance License.
· Proficient knowledge in computer-based programs including Microsoft Office Suite (Word, Excel, Power Point, and Publisher). 
· Proficient knowledge use of office equipment (including but not limited to copy machines, printers, faxes, binding machine, etc.)


Preferred:
· 1+ year of work or internship experience. 
· Working knowledge in employee benefit insurance coverages.
· College Degree in a business-related field. 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions.

Physical Requirements Necessary on a Regular Basis:
· Ability to perform 70% sedentary work, exerting up to 10 pounds of force occasionally, and exert negligible force frequently; may be asked to exert up to 20 pounds of force periodically, as needed.
· Vision sufficient for use of a computer monitor.
· Manual dexterity, arm and upper body range of motion sufficient for use of a keyboard, mouse and telephone on a constant basis, 7-8 hour per day.
· Speech and hearing sufficient for phone and in-person communication.
· Physical efforts include repetitive small motor activity, grasping, verbally communicating detailed and important information to others quickly and accurately, stooping, reaching, standing, lifting light objects less than 10 pounds frequently, and climbing occasionally.

I acknowledge that I have reviewed this job description and can perform the essential duties with, or without, reasonable accommodation.

Employee Name:___________________________________________________

Employee Signature: _______________________________________________Date Reviewed: _________________

This job description is not meant to be an all-inclusive statement of the duties and responsibilities listed above.  Other appropriate duties may be included from time to time.
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