Description:

The Benefits Analyst performs basic defined benefit pension calculations and related plan administration services for clients.  To fulfill this role, the Benefits Analyst will:

· Answer participant calls and follow-up with research on participant questions and correspondence (applies only to the Pension Administration Services group positions). 

· Analyze data provided by clients and perform basic pension calculations for terminated or retired participants using established calculation tools and processes. 

· Analyze pension plan documents and follow administrative procedures related to performing pension calculations. 

· Update workflow management tools and administrative procedures as necessary.

Qualifications:

· BA/BS degree required in Math, Business, Statistics or Finance 

· One year work experience preferred 

· Intermediate to advanced skills in Microsoft Excel and Word 

· Ability to work in a team environment with rapidly changing priorities and demands 

· Exacting attention to detail and strong organizational skills 

· Excellent interpersonal skills; strong oral and written communications skills

