Benefits Leave Specialist Job Description
Position Overview
Job description:
Are you passionate about helping employees navigate their benefits and leave options? We’re looking for a Benefits Leave Specialist to support the administration of corporate benefit plans and oversee leave programs. If you’re detail-oriented, empathetic, and ready to make a difference in the employee experience, this role is for you!
Key Responsibilities
· Enter and update employee benefit data for new hires, changes, and terminations
· Serve as a go-to resource for questions about benefits and leave policies
· Coordinate audits, testing, and implementation of payroll/benefits projects
· Reconcile insurance billings and ensure COBRA compliance
· Analyze leave documentation and approve requests based on regulations
· Track and report leave metrics and trends
· Liaise with third-party vendors and manage leave administration software
· Monitor compliance with FMLA, ADA, USERRA, and other regulations
· Support open enrollment and assist with payroll tasks as needed
Qualifications
· Bachelor’s degree or 3–4 years of related experience (or equivalent)
· Strong communication and problem-solving skills
· Ability to manage multiple priorities and deadlines
· Proficiency in Microsoft Office Suite
· Knowledge of leave laws and benefit administration best practices
Additional Information
· Onsite role with consistent schedule (WFH one day/week)
Benefits
· Dental insurance
· Health insurance
· Life insurance
· Paid time off (Accrue up to 136 hours during your first year!)
· Referral program
· Retirement plan
· Vision insurance
Ready to apply? Visit our career site at www.creteopenjobs.com
