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Benefit Planning Consultants, Inc. 
Job Description 

  
Job Title:  Office Assistant  
Department:  Administration 
Reports To:  Manager, Benefit Services   
FLSA Status:  Non-exempt  
Prepared By: Human Resources  
Prepared Date:  August 1, 2015 
 
 
SUMMARY  
This position requires an individual who is willing and able to accept and cope with change as duties evolve. 
This position provides general office support by performing the following duties: 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES    
 Embody, support, promote and enhance the BPC corporate culture 
 Cross train team members to ensure business continuity and adhere to a “three-deep” cross training philosophy 
 Develop and maintain excellent relations with new and existing clients 
 Responsible for answering and directing incoming calls, mail distribution, flow of correspondence, and 

requisition of supplies 
 Greet guests in a professional, friendly, hospitable manner both on the phone and in person 
 Maintain phone system in proper mode (daytime, nighttime, holiday) 
 Provide clients with company information such as address, directions to location, company contact numbers, 

company website and other related information 
 Receive, log, sort and forward all incoming mail and faxes 
 Prepare all outgoing mail for mail service pickup 
 Coordinate pick-up and delivery of express mail services 
 Assist departments with mailing projects, photocopying, faxing, filing and collating 
 Perform light custodial duties in the break room and restrooms 
 Cooperate with other staff members, clients and other associates as a team player with a positive attitude  
 Other duties as assigned 

 
SUPERVISORY RESPONSIBILITIES  

 This job has no supervisory responsibilities  
 

QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. This position is responsible 
for working with multiple client plans. To be successful in this position, individuals should have the ability to work 
effectively with various individuals and multi-task as necessary. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.   
 
EDUCATION and/or EXPERIENCE  
Associate's degree with related experience is preferred. 
 
COMPUTER SKILLS 
Proficient in MS Word and Excel. Ability to learn other programs specific to benefit administration. 
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LANGUAGE SKILLS  
Ability to communicate effectively with clients, plan participants, insurance brokers and agents. 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and 
decimals. 
 
REASONING ABILITY  
Ability to solve practical problems and deal with many variables in situations where only limited standardization exists. 
Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
This position does not require any certificates, licenses, or registrations. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. While performing the duties of this job, the employee is frequently required 
to sit; use hands to finger, handle, or feel; and talk or hear. The employee is occasionally required to stand; walk; reach 
with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or 
move up to 50 pounds. Specific vision abilities required by this job include close vision, and ability to adjust focus. 
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. While performing the duties of this job, the employee is occasionally 
exposed to moving mechanical parts. The noise level in the work environment is usually moderate. 

 

 

 

 

 

 

 

 

Employee signature below constitutes employee's understanding of the requirements, essential functions and 
duties of the position. 

Employee Signature__________________________________ Date_________________ 


