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GEORGIA BUREAU OF INVESTIGATION
JOB VACANCY NOTIFICATION #14-029
POSTED: December 4, 2013



DEADLINE:  December 10, 2013
JOB TITLE:


     Human Resources Benefits Specialist
JOB CODE:


     16026
PAYGRADE:  


     13
OR
JOB TITLE:


     Sr. Human Resources Assistant
JOB CODE:


     16028

PAYGRADE:  


     14

POSITION NUMBER:      
     00123418  
LOCATION: 


     Georgia Bureau of Investigation 




     Human Resource Office 




     Decatur, Georgia

PAYGRADE/SALARY RANGE:
     13/ $ 29,399.50 yr - $40,402.62 yr




     14 /$ 32,418.30 yr - $44,571.27 yr


Position will be filled at the pay grade commensurate with experience  

DUTIES AND RESPONSIBILITIES:

Supports the work flow of administrative processes required to ensure that state employee benefit transactions will be processed and updated in an accurate and timely manner. Processes benefits personnel and/or position actions and resolves related problems. Reviews payroll documentation for accuracy prior to submission to Payroll Shared Services.  Provides appropriate information, guidelines, and forms to employees regarding Benefits (Flexible and Medical), Family Medical Leave, Retirement Plans, and Workers’ Compensation issues. The Senior level may supervise and/or guide subordinate staff.
MINIMUM QUALIFICATIONS:

Human Resources Benefits Specialist – pay grade13

High School Diploma and four years of experience which involved primary responsibility in at least two of the following human resource functions: FMLA, workers’ compensation, benefits (flexible and health), and retirement plans.
Sr. Human Resources Benefits Specialist – pay grade14

Associate’s Degree and four years of experience which involved primary responsibility for at least three or more of the following   human resource functions: FMLA, workers’ compensation, benefits (flexible and health), or retirement plans.

OR 

Bachelor’s Degree and two years of experience which involved primary responsibility for at least three or more of the following   human resource functions: FMLA, workers’ compensation, benefits (flexible and health), or retirement plans.

PREFERRED QUALIFICATIONS

In addition to meeting the above minimum qualifications, preference will be given to applicants with one of the following: 

· A Bachelor’s degree in Human Resources or Business Administration or Public Administration. 
· Two years of experience as a supervisor or team-leader in a Human Resources Office.
· Two years of demonstrated experience using PeopleSoft HRMS, Excel, Word and Power Point
VACANCY OPEN TO ALL QUALIFIED APPLICANTS
TO APPLY:
· SUBMIT (2) STATE OF GEORGIA APPLICATIONS TO: 

Georgia Bureau of Investigation

Attn: Human Resource             

P. O. Box 370808                      

Decatur, GA 30037-0808

Applications may be obtained by clicking the following link: GBI State Application
· The Job Vacancy Number, along with Job Title and Job Code must be listed on applications for this vacancy. 
· Applications should be filled out carefully and completely. Applications will not be considered that have “see attached” in lieu of completing the work history and job information on the application.  
· Due to the volume of applications we receive, we are unable to provide information on application status by phone or by e-mail. All qualified applicants will be considered, but may not necessarily receive an interview. Applicants who are not selected for an interview will not receive notification.

· The GBI reserves the right to close this job announcement once a qualified applicant pool has been identified.
· Employment for the selected candidate(s) is contingent upon the successful completion of a GBI background investigation including criminal, credit and driver’s history checks, polygraph examination, fingerprinting and drug screening. Click the following link for a list of GBI Employment Disqualifiers.
All applications must be received in the GBI Office of Human Resources by close of business on the deadline date posted on this job vacancy announcement.

THE GBI IS AN EQUAL OPPORTUNITY EMPLOYER
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