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Overview: 

Are you desiring to flourish and thrive in a diverse work culture that values a wide range of 

ethnicities and perspectives? Do you want to make a positive difference in Snohomish County by 

bringing your skill-set to help reduce homelessness and poverty?  Then Housing Hope may be the 

place for you!   

 

Reporting directly to the HR Analyst, this position contributes to the success of Housing Hope by 

providing benefits and leave administration, ensuring adherence to all compliance standards, and 

providing exceptional HR support to the Housing Hope employees.  The position requires a solid 

understanding of benefits and leave administration and compliance, with a high degree of attention 

to detail. These responsibilities comprise approximately 80-90% of the responsibilities and 

requires exceptional attention to detail, along with a high level of customer service and a 

compassionate and professional demeanor. 

 

Essential Job Duties: 

1. Administers employee benefit programs including 403(b) plan and respond to employee 

questions regarding benefits,  

2. Follow HR procedures, point employees to Director or HR Analyst for any HR related 

issues. 

3. Complies with the provisions of ACA, COBRA, HIPAA, and ERISA, filing reports with 

state and federal agencies.  

4. Assist in developing the annual benefit renewal and open enrollment process. Provide 

orientation to new hires and works with a team on employee onboarding and transitions. 

5. Ensures up-to-date and accurate benefits enrollment information and timely reporting. 

6. Audit data entries of Data Specialist II and HR/payroll related items. 

7. Manage and track all leaves of absence including reasonable accommodation requests 

and Worker’s Compensation/Labor and Industry claims. 

8. Reconcile payments with plan administrators. 

9. Partner with HR/Payroll with annual audits including a 403(b) audit. 

10. Processes EAP requests 

11. Assists the HR Team with day-to-day operational tasks. 

Title: Benefits and Compliance Specialist Department: Human Resources 

Hours: Full-time; 40 hours a week FLSA: Non-Exempt 

Salary:  $22 - $25 / hourly 

 

Reports to: HR Analyst 

Benefits 

Package: 

Full benefits package; Medical, Dental, Vision, 403B, Supplemental Insurance and 

more 
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12. Administers and manages COBRA benefits. 

13. Maintain OSHA 300 log and reporting, filing Assists with Filing annual compliance 

reports; EEO-1 and 5500. 

14. Assists with  Open Enrollment processes  

15. Implements any changes to annual insurance renewals at open enrollment 

16. Performs background checks for new hires. 

17. Processes EAP requests. 

Non-Essential Job Duties:  

1. Backups the front desk and Data Specialist II when needed 

2. Assist as needed with coordination and  mail processing and order supplies, deliver 

packages to post office 

3. Assist as needed with Inter-office courier run between Housing Hope and HopeWorks. 

4. Do routine cleanup as needed. 

5. Assist as needed for backup at THCDC. 

6. Participate in committees as directed or requested (Safety, FunHub). 

7. Represent Housing Hope at assigned functions. 

 

Requirements: 

 Minimum 3 years HR Generalist experience with benefits and leave administration, 

compliance and subsequent reporting to appropriate state and federal agencies. 

 PHR certification preferred  

 Ability to maintain confidentiality of sensitive information 

 Ability to use sound judgment, take initiative, and suggest recommendations for problem 

resolution. 

 Able to work collaboratively and productively as part of a flexible team. 

 Exceptional organization skills. 

 Proficient in MS Office (Word, Outlook, Excel). 

 Computer proficiency with MS Office suite; particularly strong Excel skills; experience 

with HRIS highly desired 

Preferences: 

 Experience with FLSA, Washington State labor laws, ESD and WSDOL. 

 Experience with HRIS. 

 

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. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  

 While performing the duties of this job, the employee is regularly and extensively required 

to use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms, 

may be required to perform repetitious movements for long periods of time in order to 

complete a task, stoop, kneel, crouch, or crawl and talk or hear. 
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 The employee frequently is required to climb, walk, sit, and talk or hear.  

 The employee is regularly required to stand; climb or balance; stoop, kneel, crouch, or 

crawl.  

 The employee must occasionally lift, carry, push and pull up to 25 lbs. frequently. Items 

that are over 25 lbs. must be lifted, carried, pushed, pulled, or moved with proper equipment 

for assistance (dolly) and proper safety procedures must also be followed.   

 Specific vision abilities required by this job include close vision, distance vision, color 

vision, peripheral vision, depth perception, and ability to adjust focus.  

 Ability to work in a general office environment as well as outdoor environment.  Possible 

exposure to weather—heat, wet, cold, wind, and noise. 

 

We at Housing Hope are trauma-informed and committed to excelling in creating a holistic, 

diverse, inclusive, uplifting and appreciative environment. We endeavor to be inter-culturally 

competent and trauma informed in all our practices and procedures. This simply means that we are 

attentive to the needs of the workforce. We embrace and practice a high standard of diversity and 

inclusion and strive for equity for all persons regardless of race, color, religion, citizenship, 

national origin, veteran status, marital status, political affiliation, sexual orientation, gender 

identity, disability, sex, age, status in regard to public assistance, or any other basis protected by 

local, state or federal law. 

 


