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Job Purpose

The Group Benefits Administrator provides direct support to employees and managers and members of the Department of Human Resources in the effective administration of group benefit plans (Exempt, OPSEU, TUFA, CUPE). This position supports the monitoring of workplace accommodations, as well as monitors short term disability, long term disability and vacation entitlements).

Key Activities

1. Administers all employee benefit plans at Trent; Life, LTD, Extended Health, Dental, Semi-Private, University Health Insurance Plan, Employee Assistance Plan, flex benefits, etc.  Responsible for all related correspondence, employee education, reconciliations, report design and production, Responsible for forwarding benefit information to payroll (new hire choices, life insurance age reductions, flex benefit amounts, prepaid benefit amounts, rates, etc.).  
2. Assists in the preparation of negotiation of benefit plans and provides bargaining support with data and cost analysis.
3. Acts as Trent’s primary contact person with all providers.
4. Maintains benefits involvement at the inter-university level.
5. Reconciles and requests payments for EAP, Sun Life, RRSPs and Health Spending Account.
6. Responsible for the administration of flex benefits for all employee groups ( run report, calculates and verify amounts, forward to card office, send memo, deal with discrepancies, forward entitlement to payroll). 
7. Administers all forms of leaves including maternity/parental, vacation, unpaid leaves etc.
8. Monitors sick leaves in accordance with the Attendance Awareness Program and assures that adequate medical documentation is received as per university policy Follows up with requests for more information when needed.- Provides support for Disability Accommodation processes.
9. Administers all applications for Long Term Disability, monitors claims, and works with the Carrier on rehabilitative opportunities.   Responsible for the maintenance of employee medical files.

10. Calculates employee vacation entitlements.

11. Is responsible for the calculation of all OPSEU employees' seniority and creates the OPSEU seniority list annually.
12. Approves and tracks tuition waivers in accordance with OPSEU, CUPE, and TUFA collective agreements and university policy.  
13. Acts as the university’s benefits representative on CUPE committees, with all benefits providers and at the university level with the University Health insurance Plan and the University Life Insurance Plan. 
14. Maintains information on Benefits website and develops and maintains procedure manual for benefit administration.  Is proactive in keeping up-to-date with current trends in benefits administration.
Analytical Reasoning
The analytical reasoning is done within the framework of collective agreements and university policy.  Requests for information come in many forms and the information from many sources.  Often a decision on how best to collect and present the data is needed.

The position involves many requests for information from many different sources, i.e. employees, managers, faculty and from within the HR department.  Many of these requests are unpredictable so priorities must be analysed and re-established constantly.

An example of analytical reasoning in this position is the development of the new flex benefit system that allows employees to have their flex benefit amounts automatically loaded onto their TrentU staff card. Originally, the flex benefit system involved a complex spreadsheet that tracked where employees used their flex benefits and HR was responsible for making payments to each department. With our new system, one master spreadsheet is shared with the campus card office and flex benefits are automatically loaded onto employees’/faculty member’s TrentU cards. Departments who accept flex benefits now have to simply swipe the TrentU card to allocate flex benefits to their department rather than accessing a shared spreadsheet and manually entering the amount used. With the help of the campus card office, all funds are now transferred electronically.

Decision Making

Decisions are made within the framework of the current collective agreements, the university’s contracts with insurers and university policies.  If the decision is unclear then a decision would be drafted and discussed with the supervisor.

Impact

Failure to delete former employees from plans and errors in enrolment cause inconvenience to employees and non-payment of claims, payment shortfalls or overpayments.  Incorrect information to Finance Department results in budgeting errors.  

Errors may negatively impact employees and take time and effort to correct.
Education Required

Post-secondary Diploma in a related field with specialization in Human Resources and Benefits Administration.  CEBS designation preferred.
Experience Required

1. 5 years’ experience in benefits administration.
2. Excellent customer service skills.
3. High level of attention to detail and accuracy.
4. Excellent communication skills; demonstrated tact, diplomacy and ability to maintain confidentiality.
5. Ability to work under minimum supervision and as part of a team.
6. Proficiency in a variety of software applications including word processing, spreadsheet, and web technologies.
7. Ability to multi-task with proven organizational skills.
Responsibility for the Work of Others
Direct Responsibility for the Work of Others: 

· Some assigning of tasks of student employees in the Human Resources Department.

Communication
Internal:
· All levels of employees of the university regarding benefits, leaves, tuition waivers, benefits costs, procedures etc. 

· Manager, Budgeting Services re employee salary/position database (“white sheets”) and benefits costing.

External:

· Account Executive, Sun Life - yearly contract renewals, benefits contract changes, procedural problems, employee education sessions etc.

· Principal, Mercer re: Sun Life benefits plan issues, analysis of benefits, new initiatives, etc.

· Senior Account Manager,  Ceridian Lifeworks - employees assistance plan benefits and contract renewals

· Benefits Administrators/Managers at other Ontario universities

· Third Party Administrator, The Record Keeper – administration (withdrawals, partial withdrawals, transfers, terminations) or employees/faculty RRSPs

· Third Party Administrator, Campbell & Co. – administration of CUPE benefit fund, depositing of funds, contract interpretation

Motor/ Sensory Skills
· Computer Keyboard Skills – Most functions require the repetitive motions involved with keyboarding and writing.  

· Common to most jobs, require a high level of accuracy
Effort
Mental:
This position must deal with a large number of phone calls, e-mails, drop-ins and small tasks that must be co-ordinated, managed and responded to on a timely basis.  Major tasks involve large amounts of data and calculations and must be accomplished amidst many interruptions.  Often competing demands arise.

Example:  The seniority list is calculated each year using the previous year’s payroll records and the seniority for each OPSEU member is calculated individually using specific hours of employment which differ from employee to employee.  Current job titles are updated.  The list must be published and posted by the end of February each year.  This is done whilst keeping up with the large volume of phone calls, drop-in visitors, e-mails etc. that also must be addressed in a timely fashion.

Working Conditions
Psychological:
· Large volume of work to be accomplished in a timely and accurate fashion.  There are many requests for information from different sources.  The volume of these tasks cannot usually be anticipated in advance and must be accomplished in addition to regular responsibilities.  

· Complaints, at times dealing with frustrated or angry people

· Meeting deadlines
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