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Title:   HUMAN RESOURCES BENEFITS COORDINATOR  

Position Status: Non-exempt 

Reports To:  Human Resources Supervisor 

Effective Date:   01/13/2009 

Revised Date:  03/01/2011, 04/23/2012, 02/13/2013, 04/15/2016 

 

SUMMARY DESCRIPTION:  Under the direction, this position:  

1. Administers the entire employee benefits suite;  

2. Administers the Alliance Employee Wellness Program; 

3. Administers Workers’ Compensation (W/C) program;  

4. Develops Human Resources (HR) metrics;  

5. Completes general HR duties; and 

6. Performs other duties as assigned. 

 

DUTIES AND RESPONSIBILITIES: 

 

1. Administers the entire employee benefits suite, with duties including but not limited to: 

 Assisting with Open Enrollment meetings and benefit presentations; 

 Arranging for onsite benefits vendor meetings; 

 Coordinating benefit paperwork and checking for completeness and accuracy; 

 Entering employee information into various vendor databases and updates  as necessary; 

 Auditing invoices for accuracy; 

 Communicating with benefit vendors on issues; 

 Assisting with collecting and analyzing benefit program data; 

 Assisting staff with benefits related issues; and 

 Conducting Benefits Orientations for new hires. 

 

2. Administers the Employee Wellness Program, with duties including but not limited to: 

Workforce Health Committee: 

 Serving as Chair of the Employee Workforce Health Committee; 

 Taking minutes for Workforce Health Committee meetings;  

 Planning and administering quarterly health and wellness events in all Alliance office 

locations; 

 Analyzing program usage and performance trends; 

 Developing reports for HR Director,  HR Manager and HR Supervisor as required; and 

 Overseeing all program contests. 

 

Sonic Boom Wellness Program: 

 Conducting introductory meetings for new staff on the details of the program; 

 Adding employees to Sonic Boom website and assigns Sonic Pedometers; 
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 Responding to employee pedometer issues and replaces when necessary; 

 Administering employee health insurance wellness initiatives; 

 Providing quarterly reports on program utilization, with recommendations for program 

enhancement; and 

 Communicating directly with employees and program representatives as needed. 

 

3. Administers the Alliance Workers’ Compensation (W/C) program, with duties including but 

not limited to: 

 Serving as the first line contact for all work related injuries; 

 Providing W/C paperwork to injured employees; 

 Filing claims with W/C carrier and responding to their requests for information; 

 Assisting in developing stay-at-work programs for injured employees;  

 Working with Administrative Services Supervisor to determine any special ergonomic 

needs; and 

 Arranging for on-site professional ergonomic evaluations where necessary and reporting 

serious workstation concerns to Human Resources Manager. 

 

4. Develops Human Resources (HR) metrics, with duties including but not limited to: 

 Gathering and evaluating data on various HR functions related to employee turnover, 

absenteeism and benefits costs. 

 

5. Completes general HR duties, including but not limited to:  

 Gathering, analyzing, and preparing data for reports for HR Manager and HR Director; 

 Assisting in Alliance quarterly All-Staff Meetings and other company events as required; 

and 

 Assisting with other duties and functions as required. 

 

6. Performs other duties as assigned. 

 

EDUCATION AND EXPERIENCE: 

 High School Diploma or equivalent required; and 

 Minimum of four (4) years of experience in Human Resources with an emphasis in 

employee health insurance benefits administration; or an equivalent combination of 

education and experience that would provide the required knowledge, skills and abilities 

may be qualifying. 

 

JOB SPECIFIC KNOWLEDGE, SKILLS AND ABILITIES: 

 Working knowledge of modern principles and practices of Human Resources management 

and administration; 

 Thorough knowledge of and ability to operate a personal computer and use general office 

equipment; 

 Thorough knowledge of and ability to apply the principles and practices of Customer 

Service; 

 Thorough knowledge of benefits administration; 

 Ability to use MS Office Suite to include Outlook, Word, Excel and PowerPoint; 

 Ability to verbally communicate effectively over the telephone, and in person; 

 Ability to make effective oral presentations to large groups of people; 

 Ability to analyze data and prepare reports; 
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 Ability to maintain confidentiality and to respond to sensitive or difficult issues with tact 

and diplomacy; 

 Ability to utilize active listening and problem solving skills; 

 Ability to remain focused and professional in difficult situations; 

 Ability to be empathetic while maintaining a professional demeanor;  

 Ability to maintain accurate records, file systems, and manuals; 

 Ability to provide excellent customer service to both internal and external customers; and 

 Ability to drive to different locations in the course of work; 

 

ALLIANCE STANDARD KNOWLEDGE, SKILLS AND ABILITIES: 

 Ability to communicate effectively, both orally and in writing; 

 Ability to establish and maintain effective and cooperative working relationships with 

Alliance staff and others contacted in the course of the work; 

 Ability to assume responsibility and exercise good judgment in making decisions within 

the scope of authority of the position; 

 Ability to think and work effectively under pressure and accurately complete tasks within 

established times; 

 Ability to prioritize multiple tasks and meet deadlines; 

 Ability to maintain confidentiality; and 

 Valid California Driver License, transportation and automobile liability insurance in limits 

acceptable to the Alliance. 

 

DESIRABLE QUALIFICATIONS: 

 Bachelor’s degree in Human Resources or Business Administration. 

 PHR, CEBS or CEAS certification. 

 

WORK ENVIRONMENT AND PHYSICAL DEMANDS: 

 Ability to sit in front of and operate a video display terminal computer keyboard and 

mouse for extended periods of time; 

 Ability to lift, carry or move objects of varying size weighing up to 20 pounds. 

 Ability to stand, bend, reach, twist, turn, stoop, grasp and make repetitive hand movements 

in the performance of daily duties;  

 Ability to travel to places of business for meetings and/or training. 

 

ALL ALLIANCE EMPLOYEES ARE EXPECTED TO: 

 Comply with all Alliance safety requirements; and 

 Adhere to all Alliance policies and procedures. 

______________________________________________________________________ 
The job duties, elements, responsibilities, skills, functions, experience, educational factors and the 

requirements and conditions listed in this job description are representative only and not exhaustive of the 

tasks that an employee may be required to perform. The Alliance reserves the right to revise this job 

description at any time.  


