
                          
 

JOB TITLE:  Benefits Analyst 
 
DEPARTMENT:  Services 
LOCATION: 2160 Old Selma Road 
NORMAL WORKING HOURS:   
REPORTS TO:   
POSITIONS SUPERVISED:  None 
 
About The Abilities Connection: The Abilities Connection is a 501©3 non-profit whose primary mission 
is to help people with disabilities find employment and integration into the community. We accomplish this 
by removing barriers and offering several vocational and social pathways for the people we serve. We 
empower people to achieve their fullest potential. TAC values dedication to excellence, commitment, 
innovation, collaboration and integrity. If you share our values and aspire to help people change the 
dynamics of their life then this position is for you.  

Job Summary:  Assists with the administration of benefits programs through the state. Assures 
compliance with all applicable state and federal regulation. Responsibilities include explaining benefits 
and assisting the business development and planning and evaluation. Provides interpretation, guidance 
and counsel to the TAC Team. Presents information to inform and educate by serving as liaison with 
service providers in benefit interpretation.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:  
1. Monitors eligibility, limitations, and restrictions of plan participations and ensures compliance with both plan 

provisions and government requirements. 
2. Provides guidance and counsels the TAC Team on the requirements and provisions of benefit programs 

and assist with the resolution of potential problems. 
3. Researches current benefit trends and regulatory/legislated requirements and recommends 

programs/changes to the TAC Team.  
4. Complies, analyzes and reports benefit data including benefit plan and financial for strategic planning and 

evaluation, best practices and benchmark surveys. 
5. Performs other duties as assigned 

 
QUALIFICATIONS / REQUIREMENTS: 

1. Negative Results of a Drug Screen. 
2. Satisfactory Results of Local and State Records Background Check. 
3. Valid State Driver’s License with no more than 6 points on Abstract Driver Record  
4. Ability to communicate effectively 
5. Ability to lift up to 45 pounds 

 
EDUCATION/TRAINING/EXPERIENCE:      

1.      High School Diploma/GED Required 
 
COMPETENCIES AND SKILLS: 

1. Demonstrated basic knowledge of state benefit programs, financial analysis and budget 
2. Requires strong communicate skills, good writing skills, strong customer service and analytical skills 
3. Abilities to perform mathematical calculations in computing rates, premiums and adjustments 
4. Proficient with Microsoft Office products 
5. Maintains confidentiality 
6. Maintains the chain of command 
7. Demonstrates and maintains regular attendance per work schedule and TAC Attendance Practices 


