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Job Title: Benefits Director Job Code 12 
Department  Program Area  Location Yurok Tribe 
Reports To:  FLSA Status Exempt 

ALL HIRING IS SUBJECT TO THE YUROK TRIBE’S HIRING PREFERENCE 
Salary Range $77,584.00-101,229.52 
 
POSITION SUMMARY: 
 
The Benefits Director will develop, implement, and maintain benefits programs, policies, and 
procedures. Benefits Director will manage our employee health, dental/eye, life insurance and 
workers compensation plans and be accountable for plan design, implementation, 
communication and administration to achieve the Yurok Tribe’s desired benefit program. In 
addition, this role has the added responsibility of managing the health and welfare relationship 
with our benefits administrator, and annual enrollment. Provides guidance to our employees on 
benefit plans. 
  
DUTIES AND RESPONSIBILITIES: 
 
1. Work with internal employees to understand needs and tailor benefits packages to their 

position 
2. Audit expenses related to benefit payouts 
3. Assemble information regarding benefits products such as health, dental, vision and life 

insurance 
4. Conduct cost analyses before selecting benefits for employees 
5. Supply employees with documents related to enrolling, maintaining and understanding their 

benefits coverage 
6. Answer any questions regarding details of benefits 
7. Report to management all data on disbursement and enrollment in programs 
8. Update company records with information relevant to each employee’s enrollment 
9. Communicate with benefit providers to ensure services are supplied according to agreement 
10. Ensure company-wide plan compliance 
11. Serve as liaison between outside vendors and company employees as necessary 
12. Research and evaluate market trends to ensure competitiveness of benefits package 
13. Oversee day-to-day benefits administration, including maintaining strong cross-functional 

partnerships and ensuring alignment with service level and employee experience 
expectations, for our comprehensive suite of benefits programs (inclusive of 401k plan, 
medical, dental, vision, life insurance, disability, wellness, and leave). 

14. Plan and execute against short and mid-term benefits initiatives 
15. Organize benefits roadmap project implementation plans and mobilize resources to ensure 

successful and timely delivery against objectives. 
16. Negotiate terms of contractual agreements including cost with insurance carriers, vendors, 

brokers and consultants. 
17. Build sustainable and scalable benefits programs 
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18. Work with the management team to understand Yurok Tribe’s long-term vision for Benefits. 
19. Prepare and install plans and changes with appropriate stakeholder consultation, benefits 

documentation, and communications. 
20. Partner with the business to socialize and promote programs, cultivate employee interest 

and engagement and lead benefits education for our people 
21. Oversee all Open Enrollment activities. 
22. Champion and drive utilization of programs to achieve target desired outcomes. 
23. Develop and coordinate all benefits-related communications. 
24. Facilitate engaging and relevant education sessions across various modes of delivery. 
25. Ensure efficient and effective administration and compliance 
26. Ensure timely reconciliation and auditing of vendor reports, payments, and deductions, for 

various employee benefit plans. 
27. Oversee the automation of employee benefit elections, ensuring all data translates to 

carriers in a timely, secure, and accurate manner. 
28. Serve as primary point of contact for benefit vendors, effectively managing relationships and 

ensuring alignment with employee experience and service level expectations. 
29. Ensure compliance with federal and state legal provisions, regulations and reporting 

requirements, including the Affordable Care Act, COBRA, HIPAA, Section 125, ERISA, Workers 
Compensation, Medicare, Social Security, and DOL requirements. 

30. Provide training, coaching, mentoring, and regular communication to ensure a high-
performance and engaged team. 

 
SUPERVISORY RESPONSIBILITIES: 
 
Incumbent performs the full range of supervisory duties and responsibilities which includes 
assigning, developing, training, supervising, and evaluating program staff and their work.  Assists 
in the review and makes recommendations on personnel actions such as employment, retention, 
promotion, and termination. 
 
MINIMUM QUALIFICATIONS: 
 
1. 5 year of experience in human resources or payroll with at least 3 years in a 

supervisory/management capacity required and administering benefits. 
2. Bachelor’s Degree in Business Administration or related field 
3. Excellent written and verbal communication skills 
4. Conflict resolution skills 
5. Knowledge of health care policies, HIPAA, FMLA, ERISA and associated reporting 

requirements essential 
6. Strong leadership skills and the ability to speak to large groups 
7. Communication skills required. 
8. Ability to analyze data and summarize findings in a concise and meaningful manger. 
9. Organizational and priority-setting skills necessary to oversee and administer multiple 

projects. 
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10. Demonstrated proficiency in MS Office products (Word/Excel/PowerPoint/ Outlook)  
 

EDUCATION/EXPERIENCE 
 
Bachelor’s Degree in Business Administration or related field and 5 years of experience in human 
resources or payroll with at least 3 years in a supervisory/management capacity required. 
 
Equivalent combinations of education and experience may be considered. 
 
CONDITIONS OF EMPLOYMENT:   
 
1. All applicants are subject to the Tribe’s Drug and Alcohol Policy including pre-employment 

screening. 
2. Valid state issued driver’s license and/or the ability to obtain a California or Oregon driver’s 

license.  Must be insurable on the Tribe’s insurance policy. 
3. Must pass a background investigation and fingerprint clearance. 
4. LANGUAGE SKILLS: Must have the ability to read, write and comprehend simple instructions, 

short correspondence, and memos.  With ability to effectively present information in one-on-
one and small group situations to customers, clients, and other employees of the 
organization.  Knowledge of Yurok language is preferred but not required. 

5. REASONING ABILITY: Apply common sense understanding to carry out instructions furnished 
in written, oral and/or diagram form.  With ability to deal with problems involving several 
concrete variables in standardized situations. 

6. PHYSICAL DEMANDS: While performing the duties of this job, the employee is frequently 
required to walk, stand and use hands to finger, handle, or feel.  The employee is 
occasionally required to sit, reach with hands and arms, climb or balance, stoop, kneel, 
crouch, or crawl, talk and hear.  The employee must occasionally lift and/or move up to 50 
pounds. 

7. VISION REQUIREMENTS: 
• Close vision (clear vision at 20 inches or less). 
• Color vision (ability to identify and distinguish colors). 
• Depth perception (three-dimensional vision, ability to judge distances and spatial 

relationships). 
• Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus). 

 
 
I, ______________________________, (print name), acknowledge receiving a copy of this job 
description.  I also understand that, as an employee, I am expected to perform my assigned 
duties, to read and abide by all Yurok policies and procedures—personnel, vehicle usage, 
procurement, etc.  I understand that any violations of all established policies and procedures 
may lead to disciplinary measures, up to and including termination. 
 
_______________________________          ___________________ ____________ 
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Employee Signature    Date    Employee # 
 
 
_________________________________________________  ______________ 
Supervisor Signature        Date   
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