COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  BENEFITS SPECIALIST II

	TITLE CODE:  9381
	GROUP:  PERSONNEL MANAGEMENT AND TRAINING 

	SELECTION METHOD:  100% QUAL      REV. 01-08
NO. TEST QUESTIONS:  
SELECTION ID:  8581                               EXAM NO.:  
	SALARY:  (MIN-MID)  $2937.20 - $3890.90
GRADE:  14

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  BENEFITS BRANCH MANAGER

	PRIMARY USER AGENCY:  PERSONNEL CABINET

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Responds to inquiries and researches special problems submitted from agency personnel administrators, benefit coordinators and employees concerning issues regarding Worker’s Compensation, Life Insurance, Health Insurance, Employee Assistance and other benefit programs administered by the Kentucky Personnel Cabinet.  Performs specialized program functions within a particular benefit area.  Assists in implementing Cabinet benefit programs; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree.  

	

	EXPERIENCE:  Must have three years of experience in the administration of employee benefit programs including but not limited to employee assistance programs, worker’s compensation, life or health insurance or similar assistance programs.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Experience in the administration of employee benefit programs, employee assistance programs, worker’s compensation programs, life or health insurance sales and/or other benefit administration programs will substitute for the required education on the basis of one year of experience for two years of college.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Responds to inquiries from state agencies and public employees regarding benefit programs.  Serves as a liaison between state administered benefit programs, benefit coordinators, third party administrators and employees.  Develops and coordinates scheduling of open enrollment periods.  Assists in the design, update and revision of materials describing benefit programs.  Conducts training for agency and local school board personnel regarding benefits.  Keeps abreast of statutory and regulatory changes regarding benefits programs for public employees.  Administers the approval of Family Status changes to determine qualifying event criteria.  Works with Flexible Spending Account program and provides information to program inquiries.  Advises participants on Flexible Spending Account plans as well as COBRA.  Advises agencies and employees on the Family and Medical Leave Act (FMLA).  Disseminates information about state provided life insurance programs.  Works with employees and benefit coordinators on billing problems and eligibility questions.  Maintains operational records on participants.  Communicates with state agencies, third party administrators, medical providers, employees and citizens regarding Worker’s Compensation claims and questions.  Reviews worker’s compensation checks for accuracy.  Takes information on First Report of Injury (IA-1) by telephone and completes reports.  Reconciles disbursements for accuracy of payments.  Provides technical advice on specialized program activities.  Makes presentations before employee groups to explain benefits programs and eligibility.  Provides assessment and referral for employees and/or dependents’ psychological, substance abuse and marital/family problems. Maintains confidential case files.  Develops and presents wellness educational sessions to employee groups.  May specialize in a particular aspect of the Kentucky Employee Assistance Program (KEAP).

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is performed in an office setting.  Occasional travel is required in conducting training programs for agency benefit coordinators.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  03/01/1998
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


