
District Insurance Technician 

BASIC FUNCTION:  
 

Under the direction of the Assistant Superintendent of Business Services, perform a variety of 

technical duties in support of the employee benefits programs and personnel functions; process 

insurance for new hires and any changes in insurance eligibility for KCUSD employees.    
 
 

REPRESENTATIVE DUTIES:  
 

ESSENTIAL DUTIES:  

Perform a variety of technical duties in support of employee benefits programs and personnel 

functions; review, process, verify and make adjustments to a variety of employee information related 

to benefits programs.  
 

Process new hires and termination in employment within the District as it relation to employee 

benefits programs; establish and maintain permanent files and records relating to health insurance.  
 

Enroll, add, and delete individuals on benefits plans; change benefit status of employees, retirees, 

dependents and terminated workers; calculate cost of plans for employees and employers; forward 

information to appropriate personnel; process, issue and distribute related forms and applications.  
 

Compile information needed for proper completion of health insurance, retirement plan and other 

applications; prepare employee termination documents and maintain related records.  

 

Input employee, and financial data into an assigned computer system; maintain automated records; 

generate mandated and requested computerized reports; assure accuracy of input and output data.  
 

Serve as a technical resource to District personnel concerning employee benefits programs; respond 

to inquiries and provide information concerning benefits plans, enrollment options, coverage and 

filing of claims; assist personnel in completing required forms and applications.  

 

Compile information and prepare and maintain a variety of records and reports related to District 

personnel, employee benefits programs, attendance, contracts and assigned activities; establish and 

maintain filing systems.  

 

Operate a variety of office equipment including a calculator, copier, fax machine, computer and 

assigned software.  

 

Communicate with District personnel and outside agencies to exchange information, coordinate 

activities and resolve issues or concerns.  

 

Make calculations and prepare documents for payment to various insurance programs and other 

agencies; process purchase orders and invoices as assigned; collect various fees as directed.  

 

Attend a variety of assigned meetings; take and transcribe minutes as directed.  

 

 

OTHER DUTIES:  

Perform related duties as assigned.  

 



District Insurance Technician 

KNOWLEDGE AND ABILITIES:  
KNOWLEDGE OF:  

Employee benefits processing, monitoring and control.  

Record-keeping techniques.  

Research methods and report writing techniques.  

Modern office practices, procedures and equipment.   

Operation of a computer and assigned software.  

Interpersonal skills using tact, patience and courtesy.   

Correct English usage, grammar, spelling, punctuation and vocabulary.   

Oral and written communication skills.   

Mathematical computations.  

 

ABILITY TO:  

Perform a variety of technical duties in support of employee benefits programs and personnel 

functions. 

Process new hires for employment within the District and enrollment in employee benefits programs.  

Prepare and maintain a variety of records, files and reports.  

Learn, interpret, apply and explain policies, procedures, rules and regulations.  

Learn principals and practices of benefits administration, including cost containment provisions and 

calculations of premiums and payments.  

Assemble, organize and prepare data for records and reports.  

Make mathematical computations with speed and accuracy.   

Meet schedules and time lines.  

Communicate effectively both orally and in writing.   

Establish and maintain cooperative and effective working relationships with others.   

Operate a variety of office equipment including a computer and assigned software.  

Maintain confidentiality of sensitive and privileged information.  

Understand and follow oral and written instructions.  

 

 

EDUCATION AND EXPERIENCE:  
Any combination equivalent to:  graduation from high school supplemented by college-level course 

work in accounting, finance or related field and three years general clerical and record-keeping 

experience involving general accounting, benefits administration or closely related field.  

 

 

WORKING CONDITIONS:  
ENVIRONMENT:  

Office environment.  

Constant interruptions.  

 

PHYSICAL DEMANDS:  

Dexterity of hands and fingers to operate standard office equipment.  

Seeing to read a variety of materials.  

Hearing and speaking to exchange information.  

Bending at the waist, kneeling or crouching to retrieve and file materials.  

Sitting for extended periods of time.  
 


