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Assistant Director, Employee Pensions and Benefits

Posting Details

Position Information

Job Title Assistant Director, Employee Pensions and Benefits

Position Type Human Resources

FLSA Exempt

Job Description The Assistant Director, Employee Pensions and Benefits recommends, implements and administers
employee benefit and pension programs in accordance and in compliance with New Jersey State
Pensions and Benefits regulations, federal regulations, College policies and procedures, and collective
bargaining agreements. This position develops, implements and coordinates policies, programs and
procedures in support of various stages of the employment cycle (In-and Out-Processing), orientation,
leaves of absence (STD, LTD, FMLA, WC, etc.), pensions, open enrollments, etc. and manages all
related records. The Assistant Director leads a team responsible for providing multiple levels of
service/administration in the areas of employee benefits and pensions and serves as the College’s ADA
Compliance Officer and the Supervisor of the Certifying Officer for pension compliance.

List of Essential Activities 1. Manages all aspects of the college’s benefits programs including but not limited to PERS, ABP and
DCRP, supplemental plans, health and dental, supplemental insurances, life insurance, paid time off,
leaves of absence, Workers Compensation matters, tuition benefits, etc., personally or through assigned
staff.
2. Ensures timely and appropriate resolution to employee inquiries or issues and oversees the timely and
accurate processing of all matters related to incoming and outgoing employees. 
3. For assigned areas, develops and implements operational objectives, policies and procedures;
formulates and implements recommendations for the continuous improvement of the benefits unit. 
4. Plans and directs the work of assigned staff including training, office/phone coverage, maintaining
standards, allocating personnel, selecting new employees, and evaluating performance.
5. Builds ongoing relationships with external state contacts and vendor representatives; remains current
on new federal and state regulations and other developments that impact the College’s benefits
programs. 
5. Analyzes existing services and procedures, recommends, implements, documents and communicates
improvements or modifications in alignment with the department.
6. Develops and implements a comprehensive communications plan to promote and apprise managers
and employees of the College’s benefit programs and services.
7. Prepares reports and conducts analysis; prepares financial information as needed; performs annual
assessment of PPACA status, takes action as required. 
8. Develops and delivers training programs and workshops; coordinates benefits/vendor workshops.
9. Other duties, projects and committee/task force participation as assigned

Required Qualifications 1. Bachelor’s Degree in Human Resources Management, Business Administration, Organizational
Development, Labor Relations or related field. 
2. Minimum of four years of “hands on” benefit administration experience that included medical and dental
insurances, pension and other retirement programs (401k,403B, etc.), ACA compliance and exposure to
FMLA, and other types of leaves of absences in a mid to large size organization, ideally in higher
education.
3. Minimum of two years of supervisory experience in a role requiring accountability for individual and
team results. 
4. Demonstrated experience in process improvement and the implementation of change management
within a unit or department.
5. Excellent written and verbal communication, presentation, client service, relationship building, problem
solving and multi-tasking skills and the ability to work well in an environment with competing demands. 
6. Three or more years of recent experience using Microsoft Office Suite and an ERP database system
(preferably Ellucian Colleague) with a general adaptability to new technology solutions and the ability to
independently create detailed documents, reports, and presentations and deliver basic training on
commonly used systems.

Preferred Qualifications 1. Master’s Degree in Human Resources, Labor Relations or related business discipline
2. Experience in a unionized environment
3. Possession of Certified Employee Benefit Specialist (CEBS) certification
4. Prior experience administering benefits in a higher education environment that required working
directly with the Division of NJ Pensions and Benefits

ADA Selection Sedentary

To apply:  https://career.ocean.edu/login 
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ADA Selection Definitions ADA Selection Definitions

Hours 40 Hours

If other, please specify

Work Days Mon - Fri

Duration Type Annual - 12 months

Duration of Employment

Salary $48,000 - $64,000 annually, depending on experience

Posting Detail Information

Posting Number S258PT

Desired Start Date 03/05/2018

Open Date 12/21/2017

Close Date 01/22/2018

Open Until Filled No

Special Instructions to
Applicants

Supplemental Questions

Required fields are indicated with an asterisk (*).

1. * Please indicate the highest level of education you have completed as of today:

High School or GED/Equivalent
Vocational/Technical School
Associate's Degree
Bachelor's Degree
Master's Degree
Doctorate (PHD/MD/JD)

2. * Please indicate the number of years of directly related experience you currently possess:

0 - 2 years
2 - 3 years
3 - 4 years
4 -5 years
5 - 7 years
7 - 10
10 - 15 years (or more)

3. * Please indicate the number of years of managerial experience you possess including coaching and mentoring staff:

0 -1 year
2 - 3 years
3 - 4 years
4 - 5 years
5 - 7 years
7 - 10 years (or more)

4. * How many years of experience do you have using Microsoft Office Suite?

0 - 1 year
2-5 years
5 plus years

https://s3.amazonaws.com/pa-hrsuite-production/2733/docs/412.htm
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5. * Please list computer/technology platforms you have experience in related to this position
(Open Ended Question)

6. * Please write a brief essay on how your professional experience, skills and knowledge makes you a strong candidate for this position.
(Open Ended Question)

Documents Needed To Apply

Required Documents

1. Resume
2. Cover Letter
3. Transcripts

Optional Documents
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