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1.0 The Office Supervisor assigned to the Business Division is primarily responsible for 

administration of employee benefits in accordance with the Memorandum of 

Understanding and Policy No. 1300 (Employee Benefits). 

 

2.0 The Office Supervisor will facilitate enrollment in the various benefit programs for 

new employees. 

 

3.0 The Office Supervisor will coordinate changes in benefits for existing employees. 

 

4.0 The Office Supervisor will provide departing employees a statement of the status of 

their benefits and retirement.  This statement shall be provided in writing. 

 

5.0 Employees should direct questions about their benefit programs to the Office 

Supervisor. 
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