Benefit Analyst 

WHO WE ARE: Benefits consultants passionate about exceeding client expectations and delivering service excellence. Our unique philosophy has allowed us to become one of the premier employee benefits agencies in Southern California.  We are looking for more SuperStars to help us manage our explosive growth.
Description:  An incredible opportunity for a Benefit Analyst with superior technical, organizational and communication skills who wants to be part of an elite professional team.  If you think that you can handle a significant volume of work accurately and efficiently, we would like to meet you.  The ideal candidate will have a strong background in employee benefits and the ability to develop an excellent rapport with the Account Management Team. Project management and multi-tasking skills are crucial components of this position.  
Essential Responsibilities

Works closely with the Account Management Team on the renewal process
· Works with the client to gather all pertinent renewal preparation materials

· Ensures renewal documents are received timely and in accordance with the overall renewal calendar
· Reviews employee benefits renewals for accuracy, analyzes plan changes and rate impact, delivers high level renewal summary to team members

· Develops proposal request and disseminates to insurance carriers

· Develops exhibits detailing renewal benefit/rate changes and alternative plan design options

· Works closely with insurance carriers to finalize renewal details and plan changes 
· Coordinates implementation of new plans with the client, carrier and third-party eligibility management systems (as applicable)

· Prepares and coordinates employee benefits communications and facilitates open enrollment meetings
· Reviews renewal confirmation letters and contract amendments/plan documents for accuracy
· Drafts and updates client reference materials
Works closely with the Account Management Team on day-to-day client service assistance
· Assists clients with service needs and resolves routine issues, such as claims and billing resolution, provider inquiries, provider referral issues

· Provides back-up as needed to the Account Management Team

· Maintains the professional standards established by ELT Insurance Services when working with clients and vendors

Experience / Skills

· Minimum 3 to 5 years of employee benefits experience in a brokerage or carrier environment

· Strong technical skills, including knowledge of group health insurance carriers & general agencies, their strengths and weaknesses, plan design features, understanding of underwriting procedures and requirements as well as the general factors which affect cost and plan design
· Intermediate to advanced MS Excel skills (Mac knowledge a plus)
· Excellent communication skills with the ability to provide clear, concise and accurate information in a written and verbal format 

· Strong organizational skills with the ability to prioritize projects according to deadlines and urgency

· Comprehensive understanding of underwriting procedures and requirements
· Strong work ethic to consistently exceed expectations and over-deliver on promises
· Flexibility, willing to “wear many hats” and assist team members in any other capacity relating to client services, open enrollment logistics, employee communication
· Must have and maintain a valid, unrestricted State of California Accident & Health license 
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