
 
 

    

   COMMANDER NAVY INSTALLATIONS COMMAND (CNIC) 

HUMAN RESOURCES BRANCH 

 

Human Resources Assistant (Benefits)  

 

 

This position is located in the Personnel Benefits Section of the Human Resources Branch of the 

Fleet Family Readiness Division of the Commander, Installations Command (CNIC). The primary 

functions of this position is the administration of the CNIC NAF 401 (k) plan and providing other 

health & welfare benefit administrative support (i.e. Medical, Dental, Workers’ Compensation, UI), 

as required by providing a high level of customer service to all constituents. This work is in support 

of a variety of NAF HR and program activities. Our goal is to provide outstanding levels of customer 

service to over 18,000 employees worldwide from our headquarters based operations at CNIC 

Millington. 

 

MAJOR DUTIES AND RESPONSIBILITIES: 

Performs a variety of functions related to the administration and maintenance of the CNIC NAF 

benefit plans and programs. These include but not limited to: 

Administering the 401(k) program to include submitting employee’s contributions to the third-

party administrator to be uploaded into the employee’s accounts and ensuring the program is 

administered in a quality fashion.  

The incumbent will act as a liaison person for the management, administration and 

maintenance of the CNIC NAF Health & Welfare plans. This includes but is not limited to: 

Reviewing/Receiving enrollment applications ensuring that they are accurate and complete and 

forwarding to the third party administrator. 

Reviewing/Receiving changes and termination actions ensuring completeness and 

forwarding to the third party administrator. 

Follows up with insurance carrier, other human resources branches, and employees on various 

benefit claims that need to be resolved. 

Examines bills for determination of proper charges, resolve billing discrepancies, submitting for 

payments, and maintaining billing history and payment information. 

Answers questions and advises on 401(k) plan eligibility to current employees, former employees, 

other human resources branches, and benefit providing organizations. 

 

Interprets and follows DoD policies in the administration of the benefit plans. 

Reviewing and reconciling contributions received from field activities through ADP, SAP and from 

manual reports. 



 
 

Updating procedures and policy information regarding the CNIC benefit programs and ensuring 

information is promulgated to the field in a timely manner. 

Composing correspondence to employees, commands, and insurance companies, to ensure 

prompt processing of contributions and dissemination of information. 

Coordinates enrollment efforts and new hire enrollments. 

Providing guidance and assistance to the field, in response to CNIC benefit plans problems and issues. 

Generating statistical reports on an as needed basis to field activities and within CNIC, 

SECNAV, DoD, or any other higher level office. 

Corrects any routine problems or issues and makes recommendations to the supervisor to 

correct difficult or unusual problems. 

Ensuring contributions are reconciled with monthly vendor records. 

Interfacing with ADP and SAP personnel to maintain and provide input in developing 

appropriate programs to ensure efficiency in processing monthly reports and reconciliations. 

Developing spreadsheets using Excel and/or databases for internal use to assist in the efficient and 

timely processing of monthly reconciliations. 

Ensuring that the CNIC Benefits web pages are updated as necessary. 

Serves as a liaison person for the management, administration and maintenance of various 

retirees, displaced (BRAC) employees or other special needs to ensure  benefits are properly 

administered and reconciled independently carrying out day to day assignments using judgment 

in resolving work problems. Unusual situations are analyzed and recommendations are discussed 

with the supervisor. 

 

KNOWLEDGE REQUIRED BY THE POSITION: 

The incumbent must be a qualified typist and have at least one year of work experience or higher 

level education that demonstrates the ability to perform the duties of the position. 

Knowledge of an extensive body of personnel processing rules, procedures or operations. 

Skill in oral expression to explain processes and procedural matters and provide basic 

program information. 

Knowledge of office file arrangement and the purpose and content of documents in the file, 

including OPFs, the ability to file and retrieve information and maintain suspense records in 

accordance with office filing procedures. 

Knowledge of steps and procedures used to process personnel documents. 

Skill in fact finding and researching files to find relevant information and to logically organize 

and report on collected information. 



 
 

Ability to make decisions, resolve problems or discrepancies based on knowledge of personnel 

processing rules, regulations and procedures. 

Ability to understand and provide basic program information. 

Knowledge of personnel processing language, procedures and options to process a full    range of 

recurring types of official personnel actions. 

Knowledge of office file arrangement and the purpose and content of documents in the file, and 

ability to file and retrieve information and maintain suspense records in accordance with office 

filing procedures. 

Familiarity with and ability to type and use a typewriter and computer including an automated 

personnel system, Word, Excel, Spreadsheets, Database, etc. 

Knowledge of personnel and staffing standardized rules, procedures terminology, or 

requirements related to personnel action processing activities and skill in applying these 

knowledge’s to work situations. 

Knowledge of formats, punctuation, grammar and clerical steps to process and prepare 

correspondence and documents in an accurate manner. 

Ability to make decisions, resolve problems or discrepancies based on knowledge of personnel 

processing rules, regulations and procedures. 

Basic knowledge of local personnel activities to perform routine clerical tasks. 

 

 

HOW TO APPLY:  Please visit our web site: www.navymwr.org, select the Careers and Jobs 

section, go to search by Location: use the drop box for Tennessee.  Click on job title: Human 

Resources Assistant (Benefits), reference announcement #:13/11/3575. Send your resume to: 

CNIC, Fleet Family Readiness (FFR) Division (N941), 5720 Integrity Drive, Millington, TN 38055-

6530 or email to:  MILL_MWR_Recruitment@Navy.mil.  Resumes must be received by 11 Dec 

2013. 
 

Equal Opportunity Employer   

M/F/D/V 

http://www.navymwr.org/

