
 
WASHINGTON COUNTY, OREGON

invites applications for the position of: 

Benefits and Leave
Analyst II

 
An Equal Opportunity Employer

SALARY:
Monthly

$6,530.45 - $8,332.92
Annually

$78,365.40 - $99,995.04

OPENING DATE: 08/28/21
 
CLOSING DATE: 09/19/21 11:59 PM
 
THE POSITION:

Please consider joining the Washington County Human Resources team as a Benefits and Leave
Analyst II, where you will play a key role to support the benefits system and enrollment process.
  Bring your technology skills to help manage data integrity within the system to ensure proper
reporting to insurance carriers,   and use of data to inform decisions for Washington County. The
ideal candidate will have prior experience working within Oracle or a similar Enterprise Reporting
Program (ERP) System to facilitate and support employee benefits and leave. Prior experience
managing system enhancements with the ability to ensure system functionality is a plus. The
Benefits and Leave Analyst II will use their employee benefits experience to understand nuances
within the ERP system and ensure proper functionality and accuracy of employee data. The
employee will be a key team member assigned to facilitate process improvements through
automation and technology enhancements.  

 
Learn more about Washington County's award-winning Benefits and Wellness Team by

visiting: Employee Benefits and Wellness!

https://www.co.washington.or.us/Support_Services/HR/Benefits/index.cfm


Washington County values a culture of equity, diverse perspectives, and life experiences. Our
organization embraces innovation, collaboration and work-life harmony.  We offer job stability, a

comprehensive benefits package, and an opportunity to serve and support our diverse community.
We are an equal opportunity employer with a commitment to diversity and an inclusive workforce.

Women, minorities, veterans, and people with disabilities are encouraged to apply. 

 
ESSENTIAL JOB DUTIES:

The Benefits and Leave Analyst II performs the full range of assignments related to benefits or
leave administration to ensure support and compliance for employee benefits, benefits data, leave,
and disability. The Benefits and Leave Analyst II ensures compliance with federal and state laws
and departmental best practices to support County employees, department leaders, the Benefits
Team, and other human resource professionals. The Benefits and Leave Analyst II serves as a
subject matter area expert and primary contact for technical questions.  

Duties may include:  
1. Plans, coordinates, facilitates, implements, and provides professional services and support

of assigned programs and/or functions.
2. Serves as a liaison to internal and external customers and stakeholders providing

information, program/service support and clarification of policies, processes, regulations,
and other related program information.

3. Performs and audits system setup to ensure system functionality, data integrity and accuracy
of information.

4. Writes or revises benefit and leave procedures, handbooks, or training materials; compiles
and analyzes statistical reports to help determine emerging trends and patterns; and
evaluates current policies or procedures and recommends change, as needed.

5. Assists in creating a positive and supportive work environment; enforces a safe workplace;
establishes a culture of teamwork and communication; creates a work place that promotes
the organizational values of workplace diversity, equity, and inclusion; and actively promotes
an environment respectful of living and working in a multicultural society.

6. Gathers, reviews, and monitors data and information; analyzes data; identifies and reports
trends. Provides recommendations in support of assigned area.

7. Develops or advises on systems utilized to facilitate efficient processing and tracking of data.

Program specific duties: 
BENEFITS AND DATA 

1. Manages employee insurance data to ensure integrity of data and secure and accurate
reporting and transfer of data when appropriate and required for benefits administration and
support.

2. Key facilitator for system enhancements to improve and automate processes with the focus
on facilitating improved efficiency and accuracy, as well as positive employee experience.

3. Develops system enhancements and uses of data to inform and assist employees and
county leadership in decision making.

4. Oversees reconciliation of data for insurance and billing to ensure balancing and accurate
accounting of county funds associated with employee insurance benefits.

5. Assists in the management and coordination of insurance renewal and open enrollment for
county insurance plans. Facilitates required notices, tracks plan changes, and prepares and



tests system to accept new benefit elements for processing annual open enrollment.
6. Manages and oversees implementation of Benefits Self-Service options for employees,

including automated enrollment, mid-year changes, and employee inquiries.

Washington County organizes its positions into classifications. Classification descriptions are
typically written broadly.  For more information and to review the full classification, please use this
link: Benefits and Leave Analyst II

 
KNOWLEDGE, SKILLS AND ABILITIES:

Education and Experience:  
A typical way to obtain the knowledge and abilities would be: 

A bachelor's degree in Human Resources, Public Administration, Social Science, Business
Administration, or related degree program from an accredited institution of higher education;
AND two (2) years of professional-level human resources experience related to the
position. OR
An associate degree in Human Resources, Public Administration, Social Science, Business
Administration, or related degree program from an accredited institution of higher education;
AND four (4) years of professional-level human resources experience related to the position.
OR 
High school diploma/GED and six (6) years of professional-level human resources
experience related to the position.

Please be clear and specific in the applicable sections of the employment application about how
your background is relevant. This information must also be consistent with your supplemental
question responses if applicable. Please note: Answers to the supplemental questions are
typically evaluated separately from your application. 

 
SUPPLEMENTAL INFORMATION:

Washington County is committed to using a Merit Based System in which recruiting, selecting, and
advancing employees is based on their relative knowledge, skills, and abilities. 

Selection Process:
1. An evaluation of training and experience of submitted application packets will be performed by
Human Resources. Review of applications will occur the week of September 20, 2021.
 
2. A Subject Matter Expert (SME) Panel will perform an in-depth evaluation of experience and
training taken from your employment application materials to include responses to supplemental
questionnaire. This process will begin after September 27, 2021.
 
3. Our goal is to schedule oral panel interviews with candidates that successfully pass the Subject
Matter Expert Review step as soon as feasibly possible.
 
Please note: Candidates that are successful in the evaluation process may have their applications
referred for additional vacancies in the same classification, or job family.
 
Veterans' Preference:
If you are a veteran and would like to be considered for a veterans' preference for this recruitment,
please review instructions using this link: Veterans Preference Points.
 
Accommodation under the Americans with Disabilities Act:
Reasonable accommodation is available to anyone whose specific disability prevents them from
completing this application or participating in the selection process for this recruitment. To obtain
confidential assistance please contact Human Resources 503-846-8606, or e-mail at:
hr@co.washington.or.us at least 48 hours before any step in the recruitment and selection process
for which you feel you need accommodation.
 
Status of Your Application:

https://www.co.washington.or.us/Support_Services/HR/Employment/upload/Veterans-Preference-Documentation-07-30-2019.pdf
mailto:hr@co.washington.or.us


You will be advised by e-mail of your status at each step in the application process, from initial
application to final employment disposition. Please note that Washington County communicates
with all candidates via email. If you "opt out" or "unsubscribe" of email notification from notices
in NEOGOV it will impact our ability to communicate with you about job postings.
 
Additional Resources
New to GovernmentJobs.com? 

Visit https://www.governmentjobs.com/home/applicationguide  for a comprehensive, step-by-
step guide on the application process.
For technical support, contact Government Job’s Live Application Support at 855-524-5627.

 
Questions (?) Regarding This Recruitment

 Camille Hughes, Talent Acquisition Business Partner
camille_hughes@co.washington.or.us   

 
* Washington County is a drug-free workplace *

 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.washcojobs.org 

OUR OFFICE IS LOCATED AT: 
Washington County Public Services Building 
155 N First Avenue Ste. 270 
Hillsboro, OR 97124 
503-846-8606 
HR@co.washington.or.us 

Job #2021-212 
BENEFITS AND LEAVE ANALYST II 

CH

Benefits and Leave Analyst II Supplemental Questionnaire

 
* 1. Please select the option that best describes your highest related level of education?

 High School Diploma, GED, or Equivalent
 Associate's Degree
 Bachelor's Degree
 Master's Degree
 None Of The Above

* 2. Select your total years of professional-level human resources experience related to the
position.

 Less than 1 year of experience
 2 years but less than 3 years of experience
 3 years but less than 4 years of experience
 4 years but less than 5 years of experience
 5 years but less than 6 years of experience
 6 years but less than 7 years of experience
 More than 7 years of experience
 No experience

* 3. Select your years of experience supporting employee insurance benefit programs:

 At least 6 months but less than 1 year of experience
 1 year but less than 2 years of experience
 2 years but less than 3 years of experience
 3 years but less than 4 years of experience
 4 years but less than 5 years of experience
 More than 5 years of experience
 No experience

* 4. Do you have professional experience working in the public sector?

 Yes     No

https://www.governmentjobs.com/home/applicationguide
mailto:Camille_hughes@co.washington.or.us
http://www.washcojobs.org/
mailto:HR@co.washington.or.us


 
* 5. Please list any relevant and related certifications you currently hold:

* 6. SUBJECT MATTER EXPERT REVIEW The following supplemental questions are an
important step in the examination and selection process to assist us in determining if you
possess the knowledge, skills and abilities to succeed in the posted vacancy. 

Your responses to the supplemental questions will be evaluated and scored.
Please note: Answers to the supplemental questions are typically evaluated separately
from your application. It is important when completing your application that you are clear
and specific in the applicable sections of the employment application. 

Your score for this part of the examination process will be determined by the
content and quality of your responses to the supplemental questions. A lack of a
complete and thorough response to each of the supplemental questions in the space
provided may negatively impact your score for this part of the examination process.
Responses with more than 250 words are ideal for essay questions.

In addition, the selections you make and the responses you provide in the questionnaire
must accurately reflect what is documented in your employment application since you may
be asked to provide specific examples of qualifications if you are invited to participate in
the interview phase of our selection process.

By selecting yes below, you are indicating that you have read and understood the
information provided, and agree to the above instructions.

If you have any questions, please contact the assigned Talent Acquisition Business Partner
or email HR@co.washington.or.us.

 Yes
* 7. Please select the level of proficiency you possess working with Microsoft Excel

spreadsheets or equivalent.

Please use the following definitions when responding to this question.

A beginner possesses fundamental spreadsheet knowledge and can create and format
spreadsheets, copy data, and create formulas and functions to calculate data.

In addition to the above, an intermediate level user can work with multiple worksheets,
create and perform complex mathematical calculations on spreadsheet data, sort and filter
lists, customize spreadsheets and create custom templates.

An advanced level user can use the VLookup function and problem solving tools, link and
consolidate multiple workbooks, use Advanced Filter to find data and copy to another
location, create pivot tables and automate repetitive tasks and procedures.

Select if you are a beginner, intermediate or advanced level user.

 No experience using Microsoft Excel or equivalent
 Beginner
 Intermediate
 Advanced

* 8. Please choose which best represents your experience with EDI feeds of confidential
employee data from an ERP system to an insurance carrier:

 I have worked for an employer who used EDI feeds to transfer employee data.
 I have been responsible for ensuring the transmission of weekly or monthly employee

enrollment data sent to carriers.
 I have been responsible for ensuring data integrity through auditing results of data

transmitted through EDI feeds.
 I have been responsible for setting up EDI feeds of data for my employer, which involved

system testing, auditing data integrity, electronic communication between systems, and

mailto:HR@co.washington.or.us


the confidential transmission of employee data.
 I have no experience with EDI feeds of confidential employee data from an ERP system

to an insurance carrier.
* 9. Please describe all Enterprise Reporting Program (ERP) software in which you are

proficient. In your response, please provide detail regarding your experience with Human
Resource Information System (HRIS) and/or payroll functions, to include:

What was your role?
What work duty functions did you use the ERP for?
Were you tasked with implementation, and/or testing of software revisions or new
packages?

* Required Question


