PENNSYLVANIA STATE EDUCATION ASSOCIATION

Job Description
Job Title: Administrative Specialist
Reports to: Divisional or Departmental Manager
FLSA Status: Exempt
Level: Five
Job Definition

This is positions work involves varied assignments targeted at maintaining effective
operations and services provided through a division. The job is built around the
administrative and operational needs of the division that require coordination, analyses,
and problem-solving skills. The incumbent provides responses to inquiries pertaining to
the division’s function.

Work entails a wide variety of support responsibilities, many of which have a direct
effect upon the quality, internal controls, and timeliness of division services. The work is
accomplished both independently and collaboratively. Responsibilities include such
activities as analyzing administrative operations, developing and recommending
installation of work standards, processes, and procedures, preparing comprehensive
reports, drafting budgetary information, preparing staff meeting agendas, organizing
program-related materials for presentations, and performing various outside contacts and
liaison duties. The employee may also be responsible for carrying out several divisional
programs.

The employee may be requested to serve on various boards and committees within the
Association. The employee may frequently work with confidential and sensitive
information. Work is reviewed through reports, staff feedback, and general oversight of
performance and results.

Details regarding different individual Administrative Specialist responsibilities are
outlined in a position description.

Responsibility Summary
1. Responsible for assigned functional areas within the division or department.

2. Provides high level administrative support for functional areas and projects within the
division or department.

3. Engages in research, analysis, compilation, and reporting of specialized or ongoing
requests.
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Works on special project assignments as assigned by divisional or departmental
manager.

Responds to inquiries from other divisions, leaders, members, vendors, consultants,
and the public as needed.

Reviews information in various forms to understand, interpret, explain, and
summarize its relevance and impact on divisional functions.

Provides budgetary support for the division or department.

Handles confidential and sensitive matters on behalf of the divisional or departmental
manager, including preparing and communicating on such matters.

Analyzes divisional or departmental operations and develops and recommends
modifications to methods and processes.

Provides planning and agenda development, handling logistics, and preparing reports
of divisional or departmental meetings and events.

. Compiles, organizes, and drafts program-related materials for presentations,

communications, training sessions, and divisional or departmental meetings.

Provides administrative support to committees assigned to the division or department.
Acts as divisional or departmental liaison to other PSEA divisions.

Attends meetings on behalf of the division or department as assigned or requested.

Performs other responsibilities as assigned by the divisional or departmental manager
to assure orderly operations.

Knowledge, Skills, and Abilities

e Knowledge of the general principles and practices of effective division-level
administrative and operational analyses, budgeting, record keeping, and reporting.

e Knowledge of standard methods of collecting, evaluating, interpreting,
summarizing, and reporting on data relating to divisional programs.

e General knowledge of NEA and PSEA program and business operations and
structure that relate to job responsibilities.

e Knowledge of modern office management practices and associated technology.

e Knowledge of general information referencing and accessing methodologies of
manuals and program-related documents.



Knowledge of specialized office procedures and practices, which relate to work
processes and program activities.

Knowledge of methods and applications involved in the preparation of copy for
publication and exhibition.

Skill in the application of all the required core knowledge.

Skill in performing computer applications which record, access, and report on
divisional information elements and programs.

Possession of well-developed interpersonal skills.

Possession of coordinative, analytical, and problem-solving skills that effectively
support division-level operations.

Skill in organizing and carrying-out staff assignments requiring the packaging and
presentation of materials, and development and execution of procedures without

direct supervision.

Ability to read, understand, interpret, and explain provisions that relate to
divisional functions.

Ability to produce exhibits in support of divisional functions.

Ability to communicate effectively and professionally in a business environment
both orally and in writing.

Ability to establish and maintain effective working relationships with colleagues,
managers, employees, members, governance, and the public.

Ability to apply the essential knowledge requirements in dealing with problems
encountered in general division administrative matters.

Ability to prepare administrative and technical reports.

Ability to work independently and adapt to shifts in priority requirements while
following and conforming to the division calendar.

Ability to identify information of a confidential or highly sensitive nature and
determine how to properly handle such information.

Ability to adapt to occasional travel and weekend work requirements.

Stamina to perform job functions and meet deadlines.



Education, Experience, and Special Requirements

An Associate Degree in a relevant field is preferred with a minimum of three years of
progressively responsible administrative process/project staff support experience that
involved considerable self-direction and independent management of total processes on
an ongoing basis.

Possession of a valid driver’s operating license
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Administrative Specialist

Health & Welfare Fund Position Description

Job Summary

This role is responsible for managing the accounting functions of the organization’s Health and
Welfare Fund.

Key responsibilities include preparing premium statements and invoices, collecting premiums,
processing claims runs, and handling other transactions necessary for the efficient operation of
Fund accounting activities. The position requires regular communication with school officials to
ensure timely invoicing and payments. The role also oversees investment reallocations as
directed by the Fund Trustees and collaborates with the Fund Manager to develop the Fund’s
budget for Board approval.

Additionally, the position is responsible for preparing or reviewing all journal entries, including
those related to daily deposits, administrative income, investment gains and losses, bank fees,
interest and dividend income, advanced contributions, and receivables.

Responsibility Summary

1) Responsible for administering the accounting functions for the Health and Welfare Fund

2) This position is responsible for creating premium statements, invoices, premium
collection, claims runs, account reconciliation, program reconciliations and other
transactions associated with the orderly operation of Fund accounting activities.

3) Identify financial or process problems and recognize appropriate solutions.

4) Administers and monitors the daily cash management of the Fund.

5) Prepares and sends district and consortium monthly invoices. Work requires contact with
school officials to ensure that invoices are sent and paid efficiently.

6) Performs Chart of Accounts maintenance.

7) Reviews and processes payments to TPA’s and other eligible HWF expenses. Monitors
on a regular basis the processing and payment of claim runs received from service
providers and third-party administrators.

8) Administers the reallocation of the Funds investment reserves, as directed by the Fund
manager and the Fund Trustees.

9) Complete yearly 1099, 1096 and escheat reporting.

10) Prepares monthly financial statements.

11) Reconciles enrollment and prepares utilization reports monthly for PSEA Care and
Voluntary Vision programs.

12) Reviews monthly district profit and loss statements for completeness and accuracy.

13) Provides administrative support to the Board of Trustees, coordinates meetings, and
presents financial reports to the trustees.
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14) Prepares journal entries, including ACH deposits, administrative and premium income,
advanced contributions, contributions receivables, year end and beginning year entries
including IBNR calculation, administrative receivables, depreciation, prepaids, and multi-
year policy allocations and reviews check and cash deposit journal entries.

15) Administers set up new benefit groups and is responsible for updating premium and
budget rates in the HWF IT System.

16) Provide logistical support for the year-end audit which includes creating financial
documents for review by the auditors, overseeing the preparation, required analyses,
account reconciliations, and data and special information requested by auditors. Provides
requested information for consortia and district audits.

17) Reviews reports on benefit utilization and costs, COBRA participation, actuarial data,
and financial information for audit purposes. Develop efficient processes related to the
administration of benefit accounting practices

18) Monitors, reviews, and supports tax return preparation and deadlines for Form 5500 and
990.

19) Provides oversight of all account entries in the Fund’s IT systems for proper information
and data, balance accuracy.

20) Liaises with auditors and insurance carriers in the conduct of normal business.

21) Prepares the Fund’s budget, in consultation with the Fund Manager.

22) Performs other responsibilities as assigned by the Fund Manager

Knowledge, Skills, and Abilities

e Knowledge of Trust Fund administrative practices and generally accepted principles and
standards used in advanced general ledger applications, reconciling, and analysis.

e Working understanding of benefit plan structures, eligibility rules, and enrollment processes,
with the ability to interpret plan documents and SPDs in the context of applicable regulations
(ERISA, ACA, HIPAA, COBRA) to support compliant and accurate plan administration

e A strategic mindset with a commitment to continuous process improvement.
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