
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
Position:   Benefits Clerk 
 
Supervisor:   Supervisor of Accounting Services 
 
General Job Description: Responsible for management of employee benefits in all 

district operations. As needed, provides special guidance 
and assistance to all locations on various employee benefit 
plans.    

 
 
Essential Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors and administrators. 
2. Demonstrate ethical behavior. 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned 

duties. 
6. Know what to do to successfully complete assigned work. 
7. Project an over-all concern for personal appearance as it relates to job 

performance. 
8. Advise employees of benefits available to them including health 

insurance, vision, dental, life insurance, and cafeteria plans. 
9. Assist employees with enrollment forms, making sure they are complete 

and correct. 
10. Enter all insurance benefits and deductions into Skyward. 
11. Assist employees in filling out disability claims and submitting them. 
12. Submit workers compensation claims and follow up on all related 

paperwork. 
13. Maintain spreadsheet on all insurance changes to ensure that they balance 

with payroll. 
14. Responsible for changing insurance rate increases/decreases into Skyward. 
15. Inform employees of Switch Enrollment period to allow them to make 

changes to their insurance options (November). 
16. Balance all insurance billings and pay them in a timely manner. 
17. Present insurance options at all new employee orientation meetings – 

arrange for guest speakers at those meetings. 
18. Monitor insurance deductions throughout the year to ensure payroll is 

correct.  Charge and refund employees as needed. 
19. Submit reports as needed to include:  OSHA year end report, Medicare 

coordination of benefits, and NMPSIA report of salary changes. 



20. Submit applications for retiring employees to the Educational Retirement 
Board. 

21. Notify employees of CORBA options upon resignation and submitting 
those applications as necessary.   

22. Balance and pay COBRA billing on a monthly basis. 
23. Ensure the yearly download from Burba Insurance is balanced and correct 

for January changes. (December) 
24. Maintain various benefits websites for all insurance plans. 
25. Assist employees out on leave without pay to ensure their insurance 

remains in effect. 
 
Additional Duties and Responsibilities: 
 

1. Contribute to the welfare and effectiveness of the administration office by 
adhering to high ethical standards of performance and interpersonal 
relationships. 

2. Other tasks as may be deemed appropriate and necessary by the immediate 
supervisor, CFO, and/or the Superintendent. 

 
Qualifications: 
 

1. High School Diploma or GED equivalency. 
2. Demonstrate knowledge of basic office procedures, basic accounting, 

typing, keyboarding, and 10-key calculator. 
3. Demonstrates knowledge or experience in financial management software. 
4. Demonstrate effective and stable interpersonal relationship with public 

and staff. 
5. Such alternatives to the above qualifications as the Superintendent may 

find appropriate and acceptable. 
 
Physical Requirements: 
 
 Sitting, standing, lifting and carrying (up to 50 pounds), reaching, climbing,  
 squatting, kneeling, fingering or otherwise working with fingers, and moving light  
 furniture may be required.   
 
Safety and Health: 
 

Knowledge of universal hygiene precautions. 
 
Equipment/Material Handled: 
 
 Must know how to properly operate or be willing to learn to operate all  
 multimedia equipment including current technology. 
 
Work Environment: 



 
 Applicant must be able to work within various degrees of noise, temperature, and  
 air quality.  Interruptions of work are routine.  Flexibility and patience are  
 required.  The applicant must be self-motivated and able to complete job  
 assignments without direct supervision.  After hours work may be required.   
 Applicant must be able to work under stressful conditions. 
 
Terms of Employment: 
 
 Salary and work year to be established by the Board. 
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