
Job Description 

 POSITION:  DBM (PAY GRADE): 
 DEPARTMENT/SCHOOL:  ADDRESS: 
 REPORTS TO (TITLE):  ANNUAL WORKDAYS: 
 POSITION CATEGORY:  FLSA STATUS: 

POSITION SUMMARY: 

MINIMUM REQUIRED QUALIFICATIONS: 
EDUCATION: 

 WORK EXPERIENCE & SKILLS:   

CERTIFICATION/ENDORSEMENT/LICENSING: 

PRIMARY POSITION RESPONSIBILITIES: (15 MAX) 

continued… 



Job Description 

PRIMARY POSITION RESPONSIBILITIES (15 MAX), CONTINUED: 

PREFERRED QUALIFICATIONS & OTHER SKILLS: 

SECONDARY POSITION RESPONSIBILITIES: 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

 Direct Reports:  ________ # of Classified Hourly   ________ # of Administrators or Teachers 

PHYSICAL/MENTAL REQUIREMENTS: 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be 
construed as an exhaustive statement of essential functions, responsibilities, or requirements. This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract.  

 APPROVED BY AND REVISED DATE: 


	POSITION: Human Resources Leave Specialist (SLB)
	ADDRESS: 75 Calhoun St. Charleston, SC 29401
	REPORTS TO TITLE: Benefits Officer
	WORK EXPERIENCE  SKILLS CERTIFICATIONENDORSEMENTLICENSING: 
	PRIMARY POSITION RESPONSIBILITIES 15 MAXRow1: Administer assigned benefits and leave processes and provide timely administrative support to employees and district personnel regarding benefits, leave, and related procedures;
Monitor benefits and leave email accounts, respond to routine inquiries, and route complex matters to the appropriate HR administrator within established service expectations;
Provide administrative support for FMLA processes, including initial eligibility determinations, required notices and documentation, leave tracking, certification and recertification monitoring, correspondence, and confidential record maintenance;
Process and maintain benefit and retirement transactions, including new-hire enrollments, qualifying events, changes, name changes, terminations, supplemental benefits, and required personnel action entries; submit documentation to applicable programs, including PEBA and SCRS;
Prepare and distribute COBRA and dependent coverage termination notifications and ensure required benefit-related notices are completed accurately and timely.
Monitor and meet established deadlines for enrollments, qualifying events, benefit and leave changes, open enrollment activities, certifications, terminations, and other assigned transactions;
Maintain accurate electronic and paper records, case logs, tracking tools, spreadsheets, and reports for assigned benefits and leave programs; file applicable documentation in designated HR systems and repositories, including DocuWare;
Process and log benefit-related checks and forward them to Accounts Payable in accordance with established procedures;
Receive, log, distribute, and electronically file mail, faxes, and other documents and ensure materials are routed to the appropriate HR personnel;
Administer the District Sick Leave Bank in accordance with Board policy, administrative procedures, and applicable state law, including enrollment, contributions, participation records, and maintenance of accurate Bank records;

	PRIMARY POSITION RESPONSIBILITIES 15 MAX CONTINUEDRow1: Receive and process Sick Leave Bank applications, verify required forms and supporting documentation, review applications for completeness and preliminary eligibility requirements, and refer applications to the Sick Leave Bank Committee or designated decision-maker as required;
Coordinate Sick Leave Bank Committee materials, meetings, communications, and documentation; maintains records of approved, denied, and partially approved applications and tracks leave granted from the Bank;
Monitor individual Sick Leave Bank usage and overall Bank balances and prepare reports for the Benefits Officer or Superintendent’s designee as requested; maintain confidentiality of medical and other protected employee information associated with Sick Leave Bank applications; and
Maintain confidentiality of employee personnel, medical, benefits, leave, and Sick Leave Bank information and provide professional customer service while maintaining appropriate professional boundaries.

	PREFERRED QUALIFICATIONS  OTHER SKILLSRow1: Three (3)+ years of experience in employee benefits, leave administration, HR operations, disability/accommodation administration, or related work;

Prior experience administering or supporting FMLA, and a Sick Leave Back;

Knowledge of SC public-sector benefits programs and systems, including PEBA and SCRS; and

Knowledge of K-12 personnel practices and school district operations.
	SECONDARY POSITION RESPONSIBILITIESRow1: Assist with special projects, audits, data reconciliation, and process improvement initiatives; and

Perform other duties within the scope of the position as assigned.



	of Classified Hourly: 0
	of Administrators or Teachers: 0
	POSITION CATEGORY: [Classified Hourly]
	DBM (PAY GRADE): [B32]
	ANNUAL WORKDAYS: [240 Day]
	FLSA STATUS: [Non-Exempt]
	EDUCATION: [High School Diploma or Equivalent]
	DEPARTMENT/SCHOOL: [Human Resources]
	APPROVED BY AND REVISED DATE: Doug Jenkins, Executive Director of Human Resources Operations, 8/28/2026
	WORK EXPERIENCE & SKILLS: Three (3)+ years of progressively responsible office, Human Resources, benefits, leave administration, or related experience - OR - an Associate/BA/BS degree in Human Resources, Business or related field in lieu of work experience;

Experience handling confidential personnel and medical information preferred; and

Experience in a K-12 public school environment and/or public-sector benefits and leave administration preferred.


	PHYSICALMENTAL REQUIREMENTS: Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee will occasionally lift and/or move up to 25 pounds such as boxes of materials. The employee will sometimes push/pull items such as furniture or boxes of materials. While performing the duties of this job, the employee is regularly required to sit, stand, walk, talk, listen and/or reach with hands and arms. Specific vision abilities required by this job include close vision and distance vision.  

This also includes the capacity to understand, remember, and carry out job-related instructions; maintain attention and concentration sufficient to complete assigned tasks; exercise sound judgment; manage multiple priorities; and respond appropriately to changing work demands. The position requires the ability to communicate effectively, solve problems, and interact professionally with students, staff, administrators, and the public in a variety of settings, including situations that may involve time-sensitive deadlines or heightened levels of activity.
	POSITION SUMMARY: To perform specialized human resources duties related to employee leave administration, Sick Leave Bank (SLB) administration, and benefits-related leave support. The position provides timely, accurate, confidential, and customer-focused administrative support and helps ensure that leave and accommodation processes are administered consistently with applicable federal and state requirements, Board policy, and District procedures.




