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BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Business Analyst C 4 1 Exempt 
POSITION TITLE: Leaves and Benefits Analyst  POSITION#:  
☐New     ☒Revised   
(Check one)                                

Date: 07/21/2022 

SERVICE TYPE:  NON-REP CONFIDENTIAL 
Employee 
Name: 

vacant Department: Human 
Resources 

Supervisor: Director of Human 
Resources 

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:  

The Leaves and Benefits Analyst is responsible for maintaining high levels of confidentiality while managing the 
County’s protected leaves cases and Americans with Disability Act (ADA) accommodations, in compliance with state 
and federal laws and County policies. The person in this position also provides information on benefits to new 
employees, processes benefits and enrollment changes, and supports the County’s Ignite Wellness program. The 
incumbent will assist senior HR analysts with employee relations matters, including conducting investigations and 
creating written reports.  

 
Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Protected Leaves and ADA Case Management 

Essential Duties: 
 Drafts and/or recommends revisions to County leave policies or procedures to 

ensure legal compliance with state and federal laws related to disability and 
protected leaves, such as ADA, FMLA, OFLA, and USERRA. 

 Interprets and applies protected leave rules, statutes and procedures and advises 
employees and supervisors on these topics.  

 Manages the leave administration process from the employee’s initial notice of the 
need for leave, to the return to work. This includes gathering and completing all 
required information, determining leave eligibility, designating leave as FMLA/OFLA-
qualifying, requesting medical certification as needed, and accounting for 
intermittent and reduced schedule leave use. 

 Maintains reasonable communication with employees on leave to facilitate smooth 
and timely return to work; relays communication between employees and their 
managers during leave. 

 Provides case and record management related to protected leaves and requests for 
accommodation. 

 Coordinates ADA accommodation requests and procedures with HR team and 
managers, as appropriate. 

 Conducts or facilitates interactive process for ADA requests for accommodation. 
 Processes donated leave requests. 

50% 

2 MFA: Benefits & Wellness Program Coordination 
Essential Duties: 

 Responds to employee benefit inquiries to ensure timely, equitable, and courteous 
resolution.  

35% 
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 Processes employee benefit enrollment and change forms within required time 
limits to meet payroll deadlines.  

 Conducts benefits orientation meetings and enrollment of new employees in 
benefit plans.  

 Assist with coordination of annual open enrollment process, including preparing, 
distributing, and receiving materials and forms. 

3 MFA: Human Resource Programs and Special Projects 
Essential Duties: 

 Assist senior HR analysts with employee relations matters, including but not limited 
to conducting investigations and creating written reports. 

 Performs work related to special projects. 
 Creates reports on performance measures in areas of assignment. 

15% 

 And other duties as assigned.  
Percentages should total 100% 100% 

 

Special Requirements: 

HRCI, IPMA, or SHRM human resource certification preferred. 
Valid Driver’s License - Travel between County worksites required. 

 

Physical Requirements:   

The working environment is an office setting. Exerting up to 10 pounds of force occasionally and/or a negligible 
amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human 
body.  Sedentary work involves sitting most of the time. 

 

 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


