Posting Title: Contributions Representative
Position Type: Full-Time/Nonexempt
Reports To: Contributions Supervisor
Hours of Operation: Monday - Friday 8:00-5:00
City: Anchorage
Minimum Salary: Depending on Experience
Job Description and Primary Functions: 

1. Audit and process Contributions:  Audit and process hours and monthly contributions received from employers for employee benefits.  Reconcile employer payments with reports, ensuring familiarity with terms of collective bargaining agreements and special agreements.  Verify contribution rates and ensure monthly payments are accurately entered into the system.  
2. Data Management:  Download employer’s reports from our employer reporting platform and import them into our system.

3. Update Systems:  Update Excel templates and the employer reporting platform whenever benefit rates change. 
4. Billing Management:  Send and track billings/credits for under/over payments and late payments.

5. Employer Communication:  Contact employers to obtain necessary documentation for contribution reports.  This includes making phone calls and drafting letters or emails to gather required information.

6. Financial Assistance:  Assist in posting, balancing, and concluding the month-end closing process.
7. Customer Service:  Answer employer and participant questions regarding contribution status, reciprocity, eligibility, and other issues.

8. Participant Support:  Answer participant questions regarding their H&W & Legal Hour Bank & eligibility.  
9. File Maintenance:  Assist with the maintaining participant files, employer contribution files, and agreement files.

10. Compliance:  Ensure compliance with HIPAA privacy policy and confidentiality requirements.
11. Reciprocity Contributions:  Process incoming and outgoing reciprocity contributions from other Local Unions. 
12. ERTS System Support:  Assist participants with the ERTS system (Reciprocity).  
13. EPR Live Support: Assist Employers on EPR Live 

14. Additional Duties:  Perform other duties as assigned.
Qualification Requirements: 

Education:  High school diploma or equivalent. 

Skills and Experience:

· Strong math skills
· Excellent attention to detail.
· Basic computer skills; experience with AS400, and online services is a plus.

· Good working knowledge of Microsoft Word, Excel, and Outlook.
· Excellent customer service skills.  
· Strong interpersonal, written and oral communication skills.
· Team player with self-motivation, excellent attendance & punctuality.
Inside AETF: Please submit Resume to Meghan Grandorff

