Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Compensation and Benefits Manager
DIVISION: Compensation & Benefits
JOB CODE:   210020



DEPARTMENT: Human Resources
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Vice President of Human Resources
SUMMARY:
To develop, implement, monitor and administer wage and benefit programs.  To manage all programs for compliance to legal requirements, and performance within budget and identified timelines.   To manage compensation and benefit programs with attention to enhancing the performance of cast members toward effectively servicing casino GUESTS.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Develops, implements, monitors and administers wage and benefit programs.

3.
Manages all programs for compliance to legal requirements, and performance within budget and identified timelines.

4.
Manages compensation and benefit programs to enhance the performance of cast members toward effectively servicing casino GUESTS. 
5.
Leads HR staff and provides technical direction, training and guidance on various compensation and benefits issues.

6.
Manages company benefits, including: benefit enrollment process for all health and welfare programs, and for all HEI parent and subsidiary organizations; leave of absences, and workers and unemployment compensation.

7.
Prepares and validates monthly premium billings for medical and life programs using automated enrollment or spreadsheet applications.

8.
Acts as the in-house plan administrator for 401(k) and benefit programs, and serves as liaison with external plan administrators for effective administration of programs.  Assists beneficiaries and recipients on claims and troubleshooting.

9.
Monitors and validates monthly 401(k) deductions and employer matching by reviewing deduction reports and forwarding to Plan Administrator for input.

10.
Monitors and maintains COBRA records and promptly informs terminated employees of their options for continuation of benefit coverage.

11.
Monitors and maintains compensation systems, validates personnel change requests, grade classification changes, and new hire processing.

12.
Develops and maintains job descriptions, ensures legal compliance by conducting periodic wage and classification audits, and makes recommendations to correct inequities.  Reviews and reports on managerial input on compensation practices. 

13.
Develops and submits various compensation and benefit reports to management.
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14.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, state and federal laws and regulations, and company policies and procedures.

15.
Complies with established security policies and procedures.

16.
Assists and advises management on HR policies, procedures and other issues.

17.
Performs other duties, including special projects, as needed and directed.
QUALIFICATION REQUIREMENTS: Demonstrated Human Resources management experience in compensation and benefits program development, implementation and administration.  Demonstrated experience leading HR staff and providing technical direction, training and guidance on various compensation and benefits issues.  Demonstrated experience persuading and negotiating.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE: Bachelor's Degree in Human Resources Administration is preferred with course work in business, accounting, statistics and management also desired; or the equivalent in education and experience.  Five (5) or more years of recent and related compensation and benefits experience, including one (1) year of managerial experience.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Makes recommendations, beyond the scope of essential duties, which may positively or negatively impact the operations of other departments, and the organization and its affiliates and subsidiaries.
CERTIFICATES, LICENSES, REGISTRATIONS:  A gaming support licence is required but may be obtained after employment.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of employment law including the Federal Labor Standards Act (FLSA), Equal Employment Opportunity (EEO) and Title VII, Equal Pay Act (EPA), Americans with Disability Act (ADA), Employee Retirement Income Security Act (ERISA) and the Consolidated Omnibus Budget Reconciliation Act (COBRA).

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork or using a computer; and occasional kneeling, squatting, bending, walking and crouching/stooping in order perform duties.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a flexible work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment, which includes routine travel by car or bus to casinos which contain loud, smoke-filled environment.  Occasional outside travel to or from multiple work locations.

MATERIALS AND EQUIPMENT DIRECTLY USED:  General office supplies and equipment, including telephones, pagers, photocopiers, calculators, computers, staplers and tape.
Prepared by: 
______________________    Date: _______________________

