HR Benefits Specialist:  Talbert House, a social service agency that provides mental health, substance abuse, community corrections, and welfare-to-work services throughout the Greater Cincinnati region, is seeking a Benefits Specialist for its Human Resources Department.  This position is full-time on first shift; work days are Monday to Friday.  The successful candidate will implement and administer health, life, dental, disability, flexible spending, 403(b) plans and other benefits; monitor claim administration; assure compliance with state, federal regulations; oversee database management or benefits and billing information; design and maintain group benefits accounting systems; generate monthly reconciliation of payments to carriers and contractors; maintain a database system for benefits administration; enrollment information through internal and external systems; provide assistance to employees and their beneficiaries in obtaining benefits according to policy and contractual agreements; resolve problems between employees and the various carriers; provide benefits information; make presentations; serve as project manager of the annual open enrollment process; develop forms and employee communications materials; communicate changes and relevant issues to appropriate department for systems coordination; and perform special projects as assigned in related areas.

This position requires a Bachelor’s degree, a valid driver’s license and current auto insurance, computer skills (ABRA-Crystal Report Writer, Microsoft Word, Excel and Outlook preferred), and strong organizational, follow-up, and communication skills, as well as, accurate data entry skills.  Course work in Human Resources or Employee Benefits/Health, two years previous experience administering a health plan, excellent customer relations skills and data base management, and CEBS certification are preferred.    

Apply for this position by visiting the employment section of our web page, http://www.talberthouse.org/employment. The secure webpage where you will apply for jobs, https://jobs.talberthouse.org is best viewed with Microsoft Internet Explorer 6. If you demonstrate that you meet the minimum qualifications for the position(s) you applied for, within three business days, you will be emailed a link to complete an online competency match from support@wingnut.com. If you do not receive an email, make sure to check your junk mail folders for it. You will need to complete this competency match for your application to be processed. The sooner this is completed, the sooner your application is processed. 

For more information about Talbert House, visit http://www.talberthouse.org or contact Chris Eversole, recruiter, at (513) 751-7747 x 232 or chris.eversole@talberthouse.org.  Please reference job code 115-29 when applying. EOE & an equal provider of services.

