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HUMAN RESOURCES ANALYST 
 
Definition: 
Performs a variety of technical and program coordination duties in connection with administration of the SCOE 
employee benefits plans.  Serves as SCOE coordinator for health and welfare insurance, life insurance, retirement, 
disability, paid and non-paid leave programs, and post-employment programs such as COBRA. 
 
Distinguishing Characteristics: 
The Human Resources Analyst is responsible for day-to-day administration of all aspects of a comprehensive 
employee benefits program.  This is a senior level technical, professional position requiring specific education and 
experience in employee benefits administration. 
 
Supervision Exercised and Received: 
Reporting to the Executive Director of Human Resources, the position serves under limited general supervision, 
subject to organizational and program policies and procedures.  May exercise partial leadership over other clerical 
staff and technicians in the department.  May direct the work of students. 
 
Examples of Duties and Responsibilities: 
Duties and responsibilities may include, but are not limited to, the following: 

• Collects enrollments, terminations, and change information for maintenance of employee and dependent 
benefits.  Enters data for processing of claims onto to an established human resources information system. 

• Updates data tables in the human resource information system to reflect current rates and plans.  
Coordinates benefits activities with payroll to ensure proper deductions and additions to employee pay. 

• Counsels enrolled members on effective use of benefit programs.  Explains benefit plan provisions and 
alternatives, including employer/employee cost distribution. 

• Organizes and participates in annual open enrollment for benefits.  Processes changes to employees' elected 
changes to benefit coverage. 

• Maintains provider relations.  Acts as SCOE liaison with insurance carriers.  Periodically obtains rate and 
service level information from providers to support decisions about coverage, cost, and plan changes. 

• Provides information on personnel policies, rules and regulations relating to benefits.  Serves as contact 
person for SCOE staff and retirees concerning benefits.  Updates informational brochures and other 
materials as needed. 

• Provides information concerning benefits to HR staff for inclusion in recruiting, pre-employment 
interviews, and new-employee orientation. 

• Processes and prorates payments to employees having the options of cash payment in lieu of medical 
coverage, and determines eligibility for this option based on negotiated criteria.  

• Maintains statistical files, charts and other information relative to District benefit programs. 
• Compiles reports for federal, state, local and private agencies. 
• Prepares salary and benefit calculations for unused paid-time-off. 
• Administers COBRA benefit provisions for terminated employees or other qualifying event.  Ensures that 

communications occur according to required time lines. 
• Distributes necessary forms for claims and enrollment.  Processes claim forms for benefit programs that are 

self-insured or where employees require assistance. 
• Performs other duties as required to accomplish the objectives of the position. 

 
 
Employment Standards: 
 
Knowledge of: 

• Specialized technical knowledge of generally accepted personnel management practices, fair employment 
practices and laws.   
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• In-depth working knowledge of the provisions of employee benefit plans including health and welfare 
plans, life and accident insurance, retirement, capital accumulation plans, and paid and non-paid leave 
plans. 

• Demonstrated skills at accessing relational databases, verifying numerical and demographic information, 
and entering information onto established data entry screens. 

• Math skills sufficient to compute sums, quotients, fractions, percents, and ratios, and other computations 
necessary to benefit administration. 

• Sufficient command of English usage, spelling, grammar, and punctuation to prepare reports, program 
communications, and professional correspondence. 

• Sufficient human relations skill to communicate technical and complex concepts to others having varying 
levels of understanding of benefit programs, and convey a positive, service-oriented image of the 
department. 

• Safe work practices. 
 
Ability to: 

• Perform all of the relevant duties of the position with only limited supervision.   
• Organize and maintain confidential records in a manner that ensures ready access and compliance with 

legal requirements on records retention.   
• Keyboard to perform data entry onto pre-formatted screens and to compose correspondence at a rate of 50 

w.p.m.  
• Understand and interpret the policies, procedures, techniques, and rules governing benefits administration 

and general human resources management. 
• Operate a personal computer terminal, printers, and specialized database software.   
• Analyze technical problems and to develop and apply appropriate solutions.   
• Read, understand, interpret, and apply information from labor contracts, merit rules, and federal, state, and 

local laws and regulations.  
• Write correspondence on complex matters in a professional manner. 
• Maintain confidential and sensitive information.  This includes determination of access to and release of 

confidential benefits information.  
• Deal with complex and sensitive situations with tact and sensitivity.  
• Prioritize work in order to meet deadlines and maintain schedules. 
• Work effectively as part of a team devoted to customer service. 

 
Computer Skills: 

• Intermediate Word Processing skills, such as the ability to format, save files for cross-platform use and in 
different versions, work with toolbars, menus, and rulers, insert graphics, use borders, and print labels and 
envelopes 

• Intermediate Database skills, such as the ability to sort and retrieve records; create layouts, reports, create 
and print mailing labels; perform mail merge for form letters; add, edit, delete fields and records 

• Intermediate spreadsheet skills, including the ability to open, modify, save, and print a new or existing 
spreadsheet, and enter text and numbers 

• Intermediate email skills, including the ability to send and open a file attachment. 
• Internet usage, including the ability to access and navigate SCOE’s home page and use appropriate and 

professional conduct 
 
Education and Experience:  
Any combination of education and experience that would likely provide the knowledge and abilities is qualifying. A 
typical way to obtain the knowledge and abilities would be:  
 
Education:  

• Requires an Associates Degree in business administration, accounting, human resources or risk 
management or the equivalent. 

 
Experience: 

• Requires 4 years of experience in a human resources setting with at least two years in benefits 
administration.  

• Additional relevant experience may be substituted for formal education. 
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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.   

• The position requires ordinary ambulatory ability to retrieve work materials, intermittent walking, standing, 
stooping, and carrying and lifting of light-to-medium weight materials (under 30 pounds) such as files and 
benefit program materials.  

• Requires visual acuity sufficient to recognize people, words, and numbers.  
• Requires hand-eye-arm and finger dexterity to use a personal computer keyboard, ten-key, and other 

common office equipment.   
• Requires speaking and hearing ability sufficient to hear over phone and carry on complex conversations. 

 
Work Environment: 
The following conditions may be present: 

• Work is performed in an office environment with minimal exposure to health and safety considerations. 
 
Other Requirements: 

• Must be fingerprinted and a satisfactory Department of Justice records check must be received by SCOE, 
prior to employment. 

• TB testing will be required upon employment.  
• Must pass a pre-employment physical (if applicable). 
• Must have normal vision, corrected or uncorrected. 
• May be required to obtain first aid and CPR certificates within the first 6-12 months of employment. 
• May be required to drive with or without students; some positions may require a current California driver 

license, proof of insurance, and possible participation in the DMV Pull Notice Program once employed.  
 
 


