Oklahoma District Attorneys Council
NOTICE OF JOB OPENING

POSITION:

Human Resource/Benefits Officer
APPLICATION ACCEPTED:
Open until filled
Salary Range: 

$36,000-$48,000

SUBMIT RESUME & COVER LETTER TO:

careers@dac.state.ok.us
Mail to:

District Attorneys Council

Attention: Human Resources

421 N.W. 13th Street, Ste. 290

Oklahoma City, OK  73103

FUNCTION:
Under the direction of the division supervisor, serves as a liaison between agency employees and the Oklahoma State & Education Employees Group Insurance Board (OSEEGIB), Oklahoma Public Employees Retirement System (OPERS), and Employees Benefits Council (EBC).  In addition, this position is responsible for the preparation and distribution of insurance option, retirement, and worker’s compensation materials to all employees of the District Attorney System.  This position will serve as a resource to 1150 employees for the District Attorney System, assisting with any questions relating to human resources, benefits and personnel actions.
SPECIFIC DUTIES & RESPONSIBILITIES:
1. Assist new employees with insurance forms, verify accuracy of information, enter information into computer, and submit paperwork to applicable state agencies.

2. Assist terminated employees by providing necessary forms for completion, answer any questions concerning forms, verify accuracy of information, and submit forms to applicable state agencies.

3. Manage insurance option period by attending option period coordinator meetings, presentation of option period materials to employees, distributing option period packets, and assisting with on-line enrollment.

4. Assist employees with retirement information and applications and submit completed forms to OPERS.

5. Assist employers with contact numbers for worker’s compensation to report injury.
6. Review and process for payment any invoices related to individual employees benefits from CompSource, OPERS and EBC. Initiate the process to allocate the funding for the FICA and UEC invoices received from other state agencies. 
7. Act as the primary backup in the absence of the Human Resources Officer, primarily responsible for payroll.  Assist the Human Resource Officer with data entry.  Responsible for the processing of the supplemental payroll each month.    
8. Responsible for opening and receipting all mail for the Finance Division including checks.

9. Maintain and reconcile Child Support payroll, M&O, and postage expenses monthly.  After reconcilement, responsible for processing a monthly request for reimbursement of expenses to the Department of Human Services. 
10. Process the monthly invoice for the agency’s PCards in the absence of the Finance Clerk. 

QUALIFICATIONS:
· Candidates with a Bachelor’s Degree in Human Resources, Finance, or Business will be given preference.  Other qualified candidates will possess a Bachelor’s Degree or substantial experience in human resources.

· Two years clerical experience required.

· Excellent listening skills and superb oral communication skills.
· Experience working with state Benefits Administration System and PeopleSoft System preferred.

· Knowledge of State of Oklahoma insurance programs a plus. 
Disclaimer: This job description is intended as a summary of the primary responsibilities of and qualifications for this position. The job description is not intended as inclusive of all duties an individual in this position might be asked to perform or of all qualifications that may be required either now or in the future. 
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