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FNSBSD JOB DESCRIPTION 

Job Title: Benefits Assistant  

Supervisor: Benefits Coordinator Classification: Hourly, Non-
Represented 

Days/Months: 12 months Grade: 4 
 
Job Summary 
The benefits assistant provides support in the administration of employee benefits plans for all 
Fairbanks North Star Borough School District benefit-eligible employees to include but not limited 
to health, life, long term disability, retirement, and leave benefit programs, such as Family 
Medical Leave (FML) and Alaska Family Leave (AFL). 
 
Essential Job Functions 
Provides support to employees seeking leave FML/AFL benefits and assists in the coordination 
of the FML/AFL administration process to include: 

• Performs initial intake and eligibility analysis  
• Collects and reviews required documentation in order to verify the FML/AFL qualifying 

event; preserves confidentiality of employee medical documentation 
• Creates, updates, and maintains FML/AFL files and records according to established 

procedures 
 
Serves as the initial point of contact for employees seeking benefits information.  Responds to 
requests via phone, email, or in person; refers complex issues to the benefits coordinator as 
needed.   
 
Conducts new-hire orientations by way of disseminating benefits information and determining 
eligibility.   
 
Enrolls employees with carriers, processes life status changes, and maintains records. 
 
Responds to supplemental retirement plan inquiries from employees relating to enrollment and 
contribution amounts.   
 
Performs extensive data entry for the purpose of setting up and reviewing employee benefits in 
the district’s Human Resources Information System (HRIS) database.  Ensures accuracy of all 
inputted benefits enrollment information in order to ensure vendors receive accurate eligibility 
information.   
 
Regularly engages in challenging customer service interactions such as employees 
experiencing benefits coverage issues, frustrations with third party vendor services, or 
ineligibility for leave benefits.   
 
Provides technical assistance to employees for the purpose of using the various online benefits 
portals.   
 
Assists the benefits coordinator in preparing educational and open enrollment materials for 
benefits programs, to include developing and maintaining benefits related web pages, preparing 
benefit newsletters, and making revisions to the annual health plan description booklet.   
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Contributes to the development and delivery of open enrollment presentations and other 
benefits related employee education presentations; assists with the coordination of benefits 
outreach events, to include the annual employee health fair. 
 
Participates in joint health care committee meetings in a support capacity. Prepares and 
distributes agendas and handouts for meetings. Records minutes and drafts formal minutes for 
review. Coordinates approval and files approved records. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Office-related equipment, to include computer, printer, scanner, fax, copy machine, telephone, 
and adding machine and related software. 
 
Independent Decisions 
Independent decision-making required to fulfill assignments related to composition of 
documents, employee inquiries, and the collection and analysis of data and information; refers 
complex cases to supervisor as needed. 
 
Primary Working Contacts 
Extensive contact with employees and administrators. Frequent contact with Fairbanks North Star 
Borough Risk Management, third party administrators, and optional benefits providers.  
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
The benefits assistant works under the direction of the benefits coordinator. Minimum 
supervision received on a daily basis with supervisor review as needed. 
 
Unusual Working Conditions 
Strict adherence to deadlines may result in a stressful environment.  Benefits administration 
work includes a high volume of sensitive and complex customer service interactions with 
employees who may be experiencing serious medical conditions.  Some weekend and evening 
work required due to outreach events and meetings.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
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The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. A minimum of an associate’s degree in business, office management, human resources 
or related field. Related experience may be substituted for the education requirement on 
a year for year basis. If related experience is substituted for education, a total of four (4) 
years of experience is required. 

2. Two (2) (or four (4), depending on education) years of progressively responsible 
experience in human resources, business administration, benefits administration or 
closely related field. 

3. Excellent customer service skills.   
4. Experience in presenting information to large or small groups. 
5. Must demonstrate highly developed organizational and prioritization skills.  
6. Demonstrated proficiency with personal computers, utilizing software programs such as 

Microsoft Word, Excel, Outlook and Adobe Acrobat.  
7. Strict attention to detail and strong written communication skills in English. 
8. Familiarity with the provisions and regulations of FMLA and AFLA.    
9. Ability to effectively communicate with people in potentially stressful situations.   
10. Ability to manage multiple projects simultaneously and under tight deadlines. 
11. Ability to manage and utilize different data sources to complete tasks required.  
12. Ability to prioritize and successfully complete assignments in a timely manner.  
13. Ability to problem solve, analyze issues, and create plans of action to reach solutions.  
14. Ability to work and communicate with diverse individuals and groups under a wide 

variety of circumstances. 
 
The following are preferred: 

1. Experience with a Human Resources Information System or benefits management 
system. 

2. Knowledge of internet research techniques, employee contracts and negotiated 
agreements, FMLA, AFLA, ADAAA, EEOC and other employment related laws strongly 
preferred. 

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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