HR Benefits Coordinator (Employee Benefits and Services Coordinator) – Sub Appt
Job Vacancy Notice
Borough of Manhattan CC
POSITION DETAILS
The Borough of Manhattan Community College (BMCC) is a vibrant, pluralistic learning community committed to students’ intellectual and personal growth. The College bridges the economic and educational opportunity gap for students, more than half of whom are the first in their families to attend college. Working to strengthen a culture of care inside and outside the classroom, we share a passion for learning with students from around the world. Strategically located in downtown Manhattan, the College is in close proximity to the artistic communities of Tribeca and SoHo, the dynamic downtown financial district, and the center of New York City government at City Hall. BMCC prides itself on the diversity of our students. We are an inclusive community that promotes an atmosphere of mutual respect for each member’s ethnicity, gender, age, disability, religion, political preference, sexual orientation, gender identity, and national origin, among other personal characteristics. BMCC’s motto speaks to this common sense of purpose and possibility: Start Here, Go Anywhere. We strive to increase degree completion, successful transfer, career achievement, and service and leadership within our community, New York City, and beyond.
The Borough of Manhattan Community College seeks an HR Benefits Coordinator to assist with employee benefit administration. The HR Benefits Coordinator conducts thorough research and analysis on processing activities for both full-time and part-time staff. This includes areas such as health and welfare fund benefits, retirement system plans, wellness programs, workers’ compensation claims, COBRA notifications, and leave administration. As part of the team, they will analyze eligibility for various provisions based upon title series, written policies, existing collective bargaining agreements, and established procedures and/or precedents. The ideal candidate will be a capable HR representative for employees, colleagues, and internal and external stakeholders, successfully triaging actions from start to finish, ensuring accurate and timely coordination, follow-up, and completion. The position reports to the  ____________ or their designee. In addition to the CUNY Title Overview, other key responsibilities include, but will not be limited to the following:
Daily Operations  
· Process Service requests for retirement plans, unions, and vendors.
· Responsible for completing and processing benefits requests, which include but are not limited to 9/11, PSLF requests, employee benefits inquiries, and database compliance.
· Prepare reports for college administration and assigned project requests.
· Maintain accurate, confidential employee records in compliance with university policies and legal requirements. 
· Serves as a liaison to retirement systems, welfare funds, and the University Benefits office.
· Maintain employee benefits filing systems.
· Assists with workshops, campus benefit events, and new employee orientation on benefits matters.
· Performs related duties as assigned.

QUALIFICATIONS
MINIMUM
Bachelor's Degree required.
PREFERRED
- Two (2) years of human resources experience in a large organization.
- Knowledge of retirement and health insurance plans and related rules and regulations.
- Understanding of union contracts and benefits.
- A successful candidate should possess excellent written and oral communication skills.
- Experience working in an urban and diverse environment.
- Computer proficiency using HRIS based benefits and payroll systems, plus Microsoft Office applications.
- Detail-oriented and accurate with strong analytical, evaluative, and research skills.
- Strong organizational and follow-through skills to prioritize work, manage multiple priorities, and meet deadlines in a time-sensitive office.
- Strong work ethic and character with a high degree of personal integrity to work with the utmost discretion, maintain confidentiality and safeguard employee information, and handle documents with sensitivity and discretion.
CUNY TITLE OVERVIEW
Administers employee benefits programs for faculty and staff, assists in overall benefit administration, and provides employees with information regarding benefits.
- Counsels and assists staff on employee benefits matters
Full/Part-Time Full-Time
Regular/Temporary Regular
Job Title Name: HR Benefits Coordinator
CUNY TITLE
Assistant to HEO
FLSA
Non-exempt
COMPENSATION AND BENEFITS
Salary range is $53,334- $56,720, commensurate with qualifications, education and experience.
CUNY's benefits contribute significantly to total compensation, supporting health and wellness, financial wellbeing, and professional development. We offer a range of health plans, competitive retirement/pension benefits and savings plans, tuition waivers for CUNY graduate study and generous paid time off. Our staff also benefits from the extensive academic, arts, and athletic programs on our campuses and the opportunity to participate in a lively, diverse academic community in one of the greatest cities in the world.
HOW TO APPLY
For full consideration, submit a cover letter and resume online via CUNY's web-based job system, addressing how your experience and credentials fulfill the responsibilities and qualifications outlined. Please email your resume and cover letter to Liany Stronconi at lstronconi@bmcc.cuny.edu.
CLOSING DATE
JOB SEARCH CATEGORY
CUNY Job Posting: Managerial/Professional
EQUAL EMPLOYMENT OPPORTUNITY
CUNY encourages people with disabilities, minorities, veterans and women to apply. At CUNY, Italian
Americans are also included among our protected groups. Applicants and employees will not be discriminated
against on the basis of any legally protected category, including sexual orientation or gender identity.
EEO/AA/Vet/Disability Employer.
