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RETIREMENT COUNSELOR I/II

DEFINITION

Under supervison, is responsble for providing members with high quality counsding services on a
variety of retirement policies and programs; asssts in the development of policies and programs to better
sarvice the changing needs of the members of the Retirement System.

SUPERVISION RECEIVED/EXERCISED

Receives supervison from the Retirement Benefits Manager. Exercises no supervison.

DiISTINGUISHING CHARACTERISTICS

The Retirement Counsdor peforms a variety of duties in the areas of counsdling of retirement benefits
and options, disability retirement, and retiree payroll. Podtions in these classes are flexibly daffed.
Retirement Counselor | incumbents are expected to progress with appropriate traning, experience and
satisfactory performance, to Retirement Counsdlor 11, thejourney leve of the class series.

Retirement Counselor |:  This is the entry leve in the Retirement Counselor series. Initidly under direct
supervison, incumbents learn retirement office procedures and provisons of the retirement sysems and
programs.  Incumbents receive training, close supervison and review of assgnments. This dass is
diginguished from Retirement Counselor |1 in that the latter is the journey level class performing duties
with independence and judgment on meatters related to edablished procedures and methods. As
experienceis gained, there is greater independence of action within established guidelines.

Retirement Counsdor I1: This is the journey level class of this series, competent to independently perform
a wide variety of responsble duties and tasks with minmum supervison and with the ability to exercise
greater judgment in the performance of these duties. This postion is responsble for establishing effective
interpersona  reddionships a dl organizaiond levds and have the dbility to effectivdy ligen,
understand, interpret, counsd and apply legd principles and practices. This class is distinguished from
Retirement Counsdlor | in that the former isthe entry-leve, training classin the series.

EXAMPLESOF IMPORTANT AND ESSENTIAL DUTIES
(May include but are not limited to the following.)

Counsding Rdlations

Respond ordly or in writing to a wide variety of retirement benefit questions for active, deferred, and
retired members, clearly articulating their various options so members can make informed retirement
planning choices.

Veify dighility, prepare estimates of benefits payable and counsd members and their beneficiaries on
benefit options, service purchases, service and disability retirement, the Deferred Retirement Option
Program (DROP), the Post Retirement Supplemental Benefit (PRSB), and death benefits.

Coordinate reciproca benefits with other retirement systems.
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Prepare presentations and speak before groups of members to explain plan benefits.

Process and agoply member contributions from City payroll to employee retirement accounts as
maintained in Penson adminidration software and apply the monthly interest and annua cost of living
Increases to accounts.

Disahility Determinations

Evauate and accurately calculate member disability retirement benefits.

Interview and counse members contemplating disability retirement. Advise applicant of benefit options;
assig in the completion of application forms, tax withhalding forms, and beneficiary forms, explain tax
lidbility of disability bendfits

Respond ordly or in writing to a wide variety of disability retirement benefits questions from gpplicants,
attorneys, medical experts, hearing officers, witnesses, department heads and others.

Organize dl pertinent documentation and send the prepared records to the Boards medical advisor for a
recommendation.

Retiree Payroll
Responsble for the processing, and distribution of monthly retirement payroll.

Communicate verbdly and in writing with digible beneficiaries of desth benefits Handle dl routine
correspondence and inquiries from retired members.

Research, prepare, and submit materials and reports to the Retirement Boards.

Interpret and implement new Federal and State laws and regulaions affecting retirement benefits and
payroll operations.

Prepare, process, and didribute annua actuary information to actuary. Provide penson actuaria data
verification

Perform related duties as assigned.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Knowledge of:

Knowledge and ability to interpret and apply laws relating to public penson systems, long-term
disability, desth/survivor benefits and rdated provisons of Cdiforniaand Federd law.

Teminology, methods, techniques, and practices of data collection, dementary statistics, and
report writing related to retirement issues.

SKill to:
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Operate an office computer and a variety of word processing, spreadsheet, and software
aoplications.

Ability to:

Apply principles of logic to define problems, andyze data and evauate and sdect from possble
dternatives for problem resolution.

Understand, interpret, and apply rules, regulations, laws, and ordinances and make sound
recommendations.

Communicate clearly and concisdy, both ordly and in writing to individud members groups and
committees, and prepare clear and concise written reports, oral presentations, and correspondence.

Interpret and edit written materials and follow ord and written ingtructions.

Egdablish and mantan podtive working rdationships with representatives of  community
organizations, Sate/locd agencies and associaions, City management and staff, and the public.

M INIMUM QUALIFICATIONS

Retirement Counsdor |
Experience:

Two years of technica levd experience in a retirement, insrance, or government benefit
program, or in a personnel system that involves retirement benefit experience.

Education:

Completion of fifteen semester units of accredited college or university course work towards a
degree in busness adminigtration, public adminidration, or a closdy relaed field.

Retirement Counsdlor |1
Experience:
One year of experience as a Retirement Counsdlor | with the City of Fresno or equivalent.
Education:

Completion of fifteen semester units of accredited college or university course work towards a
degree in busness adminigration, public administration, or a closdly related fidd.

Special Requirement(s):
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Possession of avaid Driver's License may be required at the time of appointment.

APPROVED: DATE:

Director
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