
  

 

     

 

               

    

          

   

          

  

            

  

         

     

         

 

 

     

 

          

         

         

 

  

 

               

         

           

   

 

          

             

          

            

           

          

          

            

    

 

           

            

           

             

         

          

 

            

            

             

            

          

             

             

            

             

    

 

             

 

CHISAGO LAKES SCHOOLS, ISD #2144 

TITLE: Human Resources / Benefits Coordinator 

QUALIFICATIONS: 1. Minimum High School diploma and 2 yrs of experience in HR; 4 yr college degree in 

HR or management preferred. 

2. Good organizational ability. Able to set goals and priorities. Demonstrated aptitude 

for the work performed. 

3. Previous experience and a good working knowledge with Microsoft Excel, Word and 

databases necessary. 

4. Able to deal courteously and tactfully with district employees and public. Able to lift 

50 pounds. 

5. Demonstrated proficiency in accounting, English and mathematics. 

6. Knowledge of UFARS (School Finance) helpful. 

7. Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable. 

REPORTS TO: Director of Business Services 

JOB GOAL: To perform many diversified and independent duties and responsibly provide a 

consistently high level of service to the district and public. To effectively coordinate all 

tasks and concerns relating to benefits and human resources. 

PERFORMANCE RESPONSIBILITIES: 

1. Meet with new employees to obtain benefit and payroll information. Explain benefits and insurance to those 

who qualify, as well as explain the District’s obligations as it relates to employment agreements. Responsible 

for distribution of individual contracts and agreements to all employees. Provide information to Payroll 

Coordinator for contract printing. 

2. Administers and monitors the district benefit and insurance program, including coordinating the District’s 
health, dental, life and long term disability and life insurance benefits including COBRA. Oversees the 

administration and recordkeeping of District’s flexible spending accounts Administers employees’ benefits 

which includes meeting with employees regarding the enrollment and setting up deductions. Maintain detailed 

data and spreadsheets regarding any changes which occur in coverage for each employment group. Make 

necessary payroll adjustments on payroll system to deductions as needed. Submits annual deposit to Minnesota 

State Retirement System for eligible employees in accordance with the Master Agreements. Verify benefit 

information as needed to confirm changes in benefits during negotiation years. Responsible for monthly 

premium statements and expenditure distribution. 

3. Conducts exit interviews for information related to retirement program, COBRA, health, dental, life insurance 

and any other employment termination information. Administers COBRA notification upon termination of 

active employment with the District. Receipts payment and maintains current records on COBRA participants. 

Maintains spreadsheets regarding health, dental and life insurance for retirees and COBRA. Receipts payments 

for insurance and communicates information regarding cost changes, classification changes, etc. Notifies 

health insurance company of Medicare eligibility and class changes. 

4. Oversees and monitors issues impacting OSHA and employee safety. Collects Accident Reports and 

Supervisor Reports upon notification of a workers’ compensation injury. Reports incident to District's 

workers’ compensation insurance carrier and the Director of Business Services. Follows up with injured 

worker and informs carrier and/or managed care of any changes to claim. Acts as the liaison between the 

school district, the worker’s compensation carrier, and managed care company.  Generates first report of injury 

form out of SmartHR and any necessary payroll information related to workers compensation. Responsible for 

the generating and distribution of district-wide OSHA 300 log (by building). Coordinates workplace accident 

investigation, follow-up, and any necessary ergonomic assessments. Serve on the district’s Health & Safety 
Committee and keep them informed regarding workplace accidents. Provides proposals on workplace safety 

and accident prevention to the committee. 

5. Responsible for updating and posting appropriate State and Federal labor law posters in each of the District’s 
buildings. 



 

          

         

        

             

 

           

            

           

 

             

         

 

        

      

 

              

          

 

           

   

 

             

 

 

           

           

            

               

       

 

        

           

         

   

 

              

          

           

 

         

            

               

    

 

               

       

 

        

 

             

      

 

            

              

          

             

            

     

 

6. Responsible for handling incoming personnel inquiries (phone and walk in), sending out applications and 

payroll packets as needed, updating and verifying payroll paperwork and maintaining employment postings. 

Updates District website with current applications, payroll paperwork, and postings. Verifies accuracy of 

District website’s links to current insurance carriers and any links associated to carriers’ added incentives. 

7. Responsible for Flexible Spending Account administration. Communicate with employees regarding new plan 

year, enrollments, election amount limits, etc. Verify monthly billing from Select Account ensuring employees 

have correct accounts (FSA vs. HSA vs. VEBA) and that the District is being charged appropriately. 

8. Keep informed of and comply with all state and federal laws regarding payroll and benefit administration. 

Consult with administrators and other departments as needed to give updated information. 

9. Coordinates unemployment claims and verifies reported earnings with the Department of Economic and 

Unemployment Division via their reporting website or U.S. mail. 

10. Develop and maintain a new employee packet, provide assistance and answer questions of employees regarding 

benefits or compensation information for both new and retiring employees. 

11. Update and develop the needed HR procedures based on the district’s school board policies. Develop 

additional HR policies as the need arises. 

12. Maintain a Staff Handbook for all employees and a Substitute Handbook for both certified and non-certified 

employees. 

13. Responsible for information regarding substitute certified and non-certified staff hiring. Advertise as needed 

for applicants. Update application as District’s needs require. Responsible for maintaining substitute records 

and notifications through AESOP. Meet with persons interested in positions, answer questions, prepare 

necessary paperwork for hiring, etc. Inform all returning substitutes of required training each August. Keep 

record of completed training and activate substitutes when qualified. 

14. Review and update all district position descriptions to include general information; essential duties and 

responsibilities; work requirements and characteristics, essential skills required to perform work, physical job 

requirements, direct and indirect supervision; and develop a job description manual that would catalog all 

positions in the district. 

15. Collect forms and fees (if applicable) and conduct criminal background checks for all staff and volunteers. 

Maintain spreadsheet of criminal background check results. Send copy(ies) of criminal background check 

results to inquiring staff and/or volunteers of their results when requested. 

16. Responsible for all the District’s advertisements of vacant positions. Updates District’s website with 
appropriate documents relating to each posting as needed. Compiles and forwards incoming application 

materials for hiring supervisor. Retain all postings, applicants’ information, and all other items related to each 
posting for two years. 

17. Track FMLA leave in SmartHR system as employees commence and return from leave. Send out necessary 

FMLA documentation for each employee seeking leave. 

18. Issues ID badges for qualified substitutes and/or replacements for contracted staff. 

19. Responsible for ordering and distributing to administrators annual years of service and retiree awards for active 

and retiring employees at annual staff recognition day. 

20. Administers and monitors TRIO Wolf Creek Charter School’s benefit and insurance program, including 

coordinating the school’s health, dental, life, short and long term disability and life insurance benefits including 

COBRA. Administers employees’ benefits which includes meeting with employees regarding the enrollment 

and setting up deductions. Make necessary payroll adjustments on payroll system to deductions as needed. 

Verify benefit information as needed to confirm changes in benefits during negotiation years. Responsible for 

monthly premium statements and expenditure distribution. 



            

              

  

 

          

        

 

       

 

    

 

 

           

    

 

          

          

 
   

21. Responsible for all workers’ compensation claim administration, reporting, and follow up for TRIO Wolf 
Creek Charter School. Generates and posts the OSHA 300 log each year. Responsible for all labor law 

postings at TRIO. 

22. Coordinates unemployment claims for TRIO Wolf Creek Charter School and verifies reported earnings with 

the Department of Economic and Unemployment Division via their reporting website or U.S. mail. 

23. Maintain confidentiality as per mandated data privacy laws. 

24. Other duties as assigned. 

TERMS OF EMPLOYMENT: Twelve month work year. Salary to be in accordance with the negotiated 

agreement with the Board of Education. 

EVALUATION: Performance of this job will be evaluated annually in accordance with the 

provisions of the Board policy on evaluation of non certified personnel. 

[10-3-2006 / 7-14-2014] 


