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Job Title:

Plan Document Specialist
Position #:

169
Department:

Legal

Reports To:

Director of Legal
FLSA Status:
Non-Exempt
Effective Date:
07/08

Revised Date: 01/2012
Job Summary:
This position is responsible for preparing plan documents and summary plan descriptions, and subsequent amendments for clients as requested or necessitated by law. This position maintains a comprehensive understanding of the plan document(s) under their scope of responsibility.
Essential Duties and Responsibilities:

1. Current Client Plan Documents
1.1. Drafts, restates, and amends Plan Documents (including summary plan descriptions, summaries of benefits and coverage, statement of material modification, and any other benefit summary), for the following plans including without limitation medical, prescription, dental and vision, disability, and executive plans, and all manner of consumer driven health plans under Section 125, Section 132, and health reimbursement arrangements for existing clients.

1.2. Ensures Plan Documents are compliant with applicable state and federal laws and regulations, including but not limited to, ERISA, COBRA, PHSA, HIPAA, and applicable State insurance law. 

1.3. Communicates extensively with clients/brokers verbally and in writing to expedite the amendment or restatement of Plan Documents and the printing thereof.

1.4. Coordinates with other EBMS departments and/or team members to expedite the implementation of new benefit structures for new and existing clients to meet established deadlines.

1.5. Identifies areas of inconsistency in the Plan Documents with federal and state laws and works with other EBMS team members as necessary to resolve and clarify the inconsistency in the Plan Documents.

1.6. Distributes and obtains appropriate signatures for new and amended Plan Documents to clients, brokers, EBMS team members, and Stop Loss Carriers.

1.7. Maintains electronic Plan Document Directory to ensure proper documents are available for internal use.

1.8. Distributes current Plan Documents to appropriate EBMS departments.

2. New Client Plan Documents
2.1. Acts as a facilitator for the process to create Plan Documents by acting as a liaison between new client, brokers, and assigned EBMS team members to create new Plan Documents to meets client and broker’s expectations.

2.2. Drafts Plan Documents (including summary plan descriptions, summaries of benefits and coverage, statement of material modification, and any other benefit summary), for the following plans including without limitation medical, prescription, dental and vision, disability, and executive plans, and all manner of 
2.3. consumer driven health plans under Section 125, Section 132, and health reimbursement arrangements for new client.
2.4. Communicates extensively with client and broker verbally and in writing to expedite the draft Plan Document and the printing thereof..

2.5. Remains current on applicable state and federal laws or regulations that effect all manner of benefit plans and applies knowledge of these laws to identify areas of risk and noncompliance within new client plans.

2.6. Identifies areas of inconsistency in the new client plans with federal and state laws and works with other EBMS team members as necessary to identify a solution for any inconsistency.

2.7. Remains current on Relius Document System.
2.8. Coordinates with other EBMS departments and/or team members to expedite the implementation of new benefit structures for new clients to meet established deadlines.
3. Customer Service and Relationship Management
3.1. Organizes and hosts conference calls to determine and prioritize deadlines while escalating issues to the appropriate EBMS team members, clients and brokers.
3.2. Acts as a role model in demonstrating the core values in customer service
 delivery. 

3.3. Provides timely and thorough follow up with, internal and external customers.

3.4. Appropriately escalates difficult issues up the chain of command.

4. Quality Assurance

4.1. Serves on committees, work groups, and/or process improvement teams, as 
assigned, to assist in improving quality/customer satisfaction.

4.2. Recognizes and alerts appropriate supervisor of trends within their scope of 
responsibility that fall outside of quality parameters.

4.3. Performs self quality monitoring in order to develop and execute plans to 
meet established goals.

4.4. Provides ongoing feedback to help optimize quality performance.

4.5. Collaborates with others and cross-departmentally to improve or streamline 
procedures.

4.6. Develops new or improves current internal processes to improve quality

4.7. Maintains current on all state and federal laws or regulations affecting benefit 

 plans.

4.8. Trains and mentors new employees as assigned.

5. This job description in no way states or implies that these are the only duties to be performed by this employee.  The employee will be required to follow any other instructions and to perform any other duties requested by his/her supervisor.
Minimum Qualifications:

· Some college preferred, with a minimum of four years of legal compliance experience or related work experience
· Working knowledge of applicable benefit and insurance regulations and laws 
· Proficient in computers and software skills including but not limited to Microsoft Office products

· Demonstrated organizational skills, problem-solving, analytical skills and detail oriented 

· Strong written, oral and telephonic communication skills

· Demonstrated ability to work independently, prioritize workloads, multi-task and manage priorities in order to meet deadlines

· Strong analytical and problem solving skills

· Ability to work effectively in a team environment

· Ability to work in a detail oriented environment

.  
Physical Demands & Working Conditions:

Work is indoors in an office environment with moderate noise.  Intermittent physical effort involving lifting of up to 25 pounds, walking, and stooping, kneeling, crouching, or crawling is required.  A typical workday involves sitting, frequent use of a keyboard, reaching with hands and arms, and talking and hearing, approximately 70% of the time.  Approximately 30% or less of the time is spent standing.  Normal vision abilities required, including close vision and ability to adjust focus.  
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