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Maryland Department of Housing and Community Development

Office of Human Resources

Chief of Benefits and Retirement
(Personnel Administrator I)

Announcement #10-2366-928 (PIN 045462)
(List job title and announcement number on your application.)
HIRING RANGE:  $42,891 - $55,668* 

*The salaries referenced above are in accordance with the State of Maryland Executive Order 01.01.2010.11- Fiscal Year 2011 State Employees’ Furlough and Temporary Salary Reduction Plan.
This is a permanent Skilled Service position with full State of Maryland benefits.
Location:  Crownsville, MD

Closing Date:  09/17/2010
Position Specific Recruitment:  The application that you submit will be used to determine qualifications and ranking for placement on an eligible list to be used to fill this position only.  Applicants certified to this list will remain eligible only for this particular position for a period of one year.  Interested persons need to reapply for any future recruitment for this job classification.

About Our Organization:

The Maryland Department of Housing and Community Development (DHCD) is a national leader in the financing and development of affordable housing and community development lending.  DHCD is seeking applicants for the position of Chief of Benefits and Retirement in the Office of Human Resources. The Chief of Benefits & Retirement is responsible for analyzing the benefit plans, coordinating benefit renewals, managing open enrollment, overseeing operation compliance, providing accurate data sent to payroll, creating communication materials and conducting employee benefits meetings. This position is also responsible for answering questions from employees, plan members and retirees as appropriate, keeping abreast of law changes of ERISA, Internal Revenue Code, FMLA, HIPAA, and COBRA laws, and managing the new hire benefits orientation process and retiree orientation process.

DHCD offers a competitive State of Maryland benefits package, including retirement, health care, and generous leave, as well as a flexible work schedule, telework, casual business dress on Fridays, and training opportunities to stay current in one’s field.  There is ample free parking, a cafeteria in the building, and DHCD is within close proximity to the historic capital of Annapolis.

PLEASE NOTE:  In order to apply for this position, applicants must meet both the minimum and selective qualifications. Therefore, it is essential that you provide complete and accurate information on your application.

Minimum Qualifications:

Education:
A Bachelor's degree from an accredited college or university.

Experience:
Four years of professional personnel work in the areas of either job 




analysis, job evaluation, salary administration, employee recruitment and 




selection, employer-employee relations, personnel program evaluation or 




personnel policy formulation.  Professional personnel management work 




experience includes creating eligible lists, developing position selection plans, 



conducting recruitment efforts, performing job analysis and evaluation to 




determine appropriate classification and salary; interpreting and applying the State 


Personnel Management System laws, rules, regulations, and standards, reviewing 



requests for disciplinary actions and recommending appropriate resolution, representing 


management at hearings and grievances, providing advice and guidance regarding 


standards of conduct and the performance evaluation process, and developing and 



implementing personnel policies and procedures to meet agency-unique needs. 

Notes:      1.   
Thirty graduate credit hours from an accredited college or university in the fields of personnel administration, human resources management, business administration, public administration, statistics, tests and measurements, or psychology may be substituted for up to two years of the required experience.

     2.  Professional personnel management work experience as defined above may be substituted on a year-for-year basis for up to four years of the required education.

     3.  Paraprofessional personnel management work experience may be substituted on a year-for-year basis for up to four years of the required education.  Paraprofessional management work is defined as work involving the application of public sector procedures, policies rules and regulations to specific employment actions.  Appropriate paraprofessional experience should include responsibility for activities such as preparing and maintaining employment records, calculating salaries, applying and interpreting rules and policies, preparing personnel-related reports, counseling employees regarding benefits and obligations and responding to inquiries concerning employment actions. 

4. For employer-employee relations positions, applicants may substitute the possession of a Juris Doctor of equivalent degree from an accredited school of law for the required experience.
Selective Qualifications:  Two years of professional personnel experience MUST have been in the areas of health benefits or retirement.  Please describe relevant experience in these areas clearly on your application.

Selection Process and Assessment:  Please provide sufficient information on your application (and on separate pages, if necessary) to show that you meet the qualifications for this recruitment.  All information concerning your qualifications must be submitted by the closing date.  We will not consider information submitted after this date.  Successful candidates will be ranked as Best Qualified, Better Qualified, or Qualified and placed on the employment (eligible) list for at least one year.

To apply, please submit a Maryland State Application (MS-100 – downloadable at http://www.mdhousing.org/Website/Employment/Employment.aspx) no later than close of business (5:00 p.m.) on 09/17/2010 to:

Sarita C. Durant

Recruitment Manager

Office of Human Resources

Department of Housing and Community Development

100 Community Place – 2nd Floor

Crownsville, MD  21032

Durant@mdhousing.org 

All applicants must be eligible to work in the United States.  Educational credentials from foreign countries must be evaluated by an approved education review service.  This evaluation must be submitted with your application.  For further information, you may call International Consultants of Delaware, Inc. (302-737-8715) or World Education Services Inc. (800-937-3897 or 202-331-2925).
DHCD is an Equal Opportunity Employer.
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