
Benefits and HR Analyst 
 
Immediat e Opening.  Locat ed in our corporat e of f ices in Jacksonville, FL, t he Benef it s and HR 
Analyst  will be an int egral part  of  t he human resources t eam.   
 
The Benef it s and HR Analyst  will be responsible for:  

 
• Administ rat ion of  all benef it s plans t o include, medical, dent al, life, short -t erm and long-

t erm disabilit y and 401(k)  plans. 
o Design and deliver annual benef it s t raining for all st af f  
o Init iat ing new-hire benef it s and changes of  informat ion by obt aining, verifying and 

recording employee informat ion and informing insurance carriers of  new or 
changed informat ion. 

o Resolving employee quest ions and problems regarding benef it s by researching 
benef it  policies and procedures; providing answers t o quest ions and resolut ions t o 
problems. 

o Maint aining employee deduct ions in t he payroll syst em t o ensure accurat e 
employee premiums are wit hheld. 

o Expedit ing delivery of  benef it s by maint aining working relat ionships wit h benef it  
carriers and providers. 

o Complet ing benef it s billing by reconciling carrier st at ement s; request ing benef it  
disbursement s and reconciling benef it  account s. 

o Informing management  of  benef it s act ivit y by generat ing mont hly report s and 
audit s. 
 

• Overall administ rat ion of  FMLA, general LOAs, COBRA and workers’ compensat ion 
programs.  

o Tracking and monit oring leave t aken and appropriat e paperwork for 
document at ion of  leave, doct or visit s, et c. 

o Employee int eract ions and follow-ups. 
o Ensuring t hat  premiums are paid while on leave 

 
• Performing a variet y of  analyt ical project s relat ed t o employee benef it s, t o include, but  

not  limit ed t o market  compet it iveness surveys, benef it  expense vs. budget  analyses, 
syst em enhancement  opt ions and syst em/ administ rat ive procedure reviews t o det ermine 
ef f iciency improvement s. 

 
• Ret aining hist orical reference of  benef it s plans by maint aining benef it s record keeping 

syst ems; f iling and ret rieving benef it  informat ion. 
 

• Processing new hire paperwork for ent ry int o t he payroll and HRIS syst em, and 
maint aining paper HR f iles. 

 
• Work closely wit h members of  t he HR and Payroll t eam t o ensure t imely payroll 

processing, as well as management  of  benef it  deduct ions. 
 

The qualif ied candidat e will have:  
 

• A Bachelor Degree in Business, Business Management , Human Resources or Finance or t he 
equivalent  of  educat ion and experience will also be considered.  

 
• Must  be highly prof icient  wit h Excel and ot her Microsof t  Of f ice product s. 

 
• Two t o f ive years experience wit h benef it , workers’ compensat ion and ret irement  plans. 

 
• Possess excellent  communicat ion, analyt ical and crit ical t hinking skills.  

 



• Full underst anding of  OSHA, FMLA, Workers Comp., HIPAA and ot her St at e and Federal 
Employment  law regulat ions.  
 

Int erest ed individuals may apply by submit t ing a resume t o Forrest  Scot t , SPHR, Vice President  
Human Resources at : HR@hppart ners.com. Equal Opport unit y Employer who act ively seeks a 
diverse workforce. D/ V/ M/ F.  Pre-employment  background screening and drug t est ing. No phone 
call. 

 


