DIRECTOR OF OPERATIONS (BENEFITS AND COMPLIANCE)

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, incumbents of this
position report to the Commissioner or First Deputy Commissioner of Finance and serve as part
of the department’s executive leadership team. Considerable latitude for independent judgment
is exercised in representing the department and in the ongoing administration of Westchester
County’s comprehensive, integrated benefits and payroll management system, covering
thousands of employees; both active and retired. Responsibilities include implementing unit
procedures, protocols and guidelines, as well as establishing and maintaining program
compliance and quality control procedures to ensure the consistent application of all federal, state
and local laws relating to both benefits and payroll administration. Substantive liaison is
maintained with Department of Information Technology staff to implement system modifications
in response to regulatory changes, to update, patch or modify existing platforms, and in assuring
payroll operations are accomplished. Supervision is exercised over professional and clerical
support staff.

EXAMPLES OF WORK (lllustrative Only):

Manages multiple, complex union and non-represented management health insurance programs
and premiums, ensuring that all employees/retirees are properly enrolled and paying the accurate
rate of contribution in active and retired status;

Directs benefits operations for the County by ensuring eligibility for employees and dependents,
and performing regularly scheduled operational and procedural auditing;

Directs and participates in the preparation of mandated reporting materials for yearly outside audit
as well as in maintaining regulatory compliance;

Monitors and ensures compliance with the Internal Revenue Service, New York State and County
rules for eligibility for health insurance, NYS retirement and County benefits (vacation, personal
and sick-time) by directing mandated auditing and reporting procedures, and ensuring the
consistent application of procedures by staff;

Ensures employees on leave are in compliance rules for benefits and pay;
Audits and processes the payment of unemployment benefits;

Ensures compliance with maximums of FICA, Tax Tables, and voluntary benefits with limits on
contributions (Deferred Compensation), FLEX benefits;

Ensues compliance with rules for changes to Health insurance programs throughout the year
Assists the County Police and Law Department on employee fraud investigations;

Directs and participates in the regular audit and monitoring of payroll operations through a variety
of reporting and control procedures, ensuring both mandatory and voluntary deductions to
employee pay are accurately coded and reflected in employee records; works with external
auditors on a yearly basis to review operations relating to same;
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EXAMPLES OF WORK (lllustrative Only): (lllustrative Only) (Continued)

Ensures the effective and lawful administration of the Workers Compensation program to include
reporting, auditing, and wage reporting; participates in the payment of statutory payments and the
taxing of wages for employees on workers compensation to compliance and ensure payment is
in accordance with stipulation agreements;

Monitors compliance with Internal Revenue Service rules, regulations and updates through
operational and control reports to ensure the appropriate application payroll laws relating to
changes in annual W-2 changes, changes in health insurance status, etc.;

Monitors and ensures compliance with New York State Retirement System reporting through the
evaluation of control reports which indicate percentage increases of various tiers within the
system,;

Coordinates the reconciliation and posting of all accounting transactions with the bank used by
Westchester County; ensuring appropriate file transfer and monthly deductions;

Uses computer applications or other automated systems such as spreadsheets, word processing,
calendar, email and database software in performing work assignments;

May perform other incidental tasks as needed.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of plans for Unemployment benefits, Health Insurance, various dental insurance plans
and the life insurance plan including benefit limits, eligibility criteria, administrative and procedural
requirements; thorough knowledge of other federal, state and local rules, regulations, agreements
and procedures that affect the assigned benefit and payroll programs; thorough knowledge of
automated fringe benefit and payroll management systems; thorough knowledge of automated
compensation systems and procedures; thorough knowledge of payroll and payroll tax issues;
good knowledge of Federal and State laws such as Fair Labor Standards Act, ERISA, Social
Security Act, and Unemployment Insurance; good knowledge of benefit programs and their
deduction rules; good knowledge of the principles of payroll auditing; good knowledge of basic
medical and insurance industry terminology; good knowledge of generally accepted auditing and
accounting standards and practices; good knowledge of the principles and practices of
administration; ability to plan and delegate complex tasks and ensure their timely completion;
ability to analyze detailed information and make cogent recommendations; ability to effectively
communicate orally and in writing; ability to interpret complex statistics and present logical reports;
tact; physical condition commensurate with the demands of the position.
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor's degree* in Accounting,
Business Administration, Public Administration or related field and five years of managerial level
in benefits or payroll administration; including or supplemented by two years of experience
involving fiscal auditing or compliance.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution recognized
or accredited by the Board of Regents of the New York State Department of Education as a post-

West. Co. Job Class Code: E0923
J.C.: Competitive Job Group: XV

NASE

1



