
Consolidated Benefits Office 
2512 George Mason Drive 

Virginia Beach, VA  23456-0038 

(757) 263-1060

FAX (757) 263-1123 

HRIS/BENEFITS SPECIALIST II 
Open: 6/17/2021 
Close: 6/27/2021 
Salary Grade U16: View Salary Grade 
Apply: Click HERE 

General Responsibilities 

Successful candidate will be a member of the data analysis/technical support team within the 
Consolidated Benefits Office, performing system plan setup, changes, and upgrades in benefits module 
of Human Resources Information Systems (HRIS) for Virginia Beach City (Oracle) and Schools 
(Lawson/Infor).  Candidate will develop business requirements as needed for programming requests; 
Test, analyze and resolve system errors; Extract and interface data transmissions to vendors; Process 
inbound data files; Perform data reconciliations with vendor files; Extract and manipulate benefits data 
for reporting; Serve on project and implementation teams; Effectively communicate and collaborate, 
both orally and in writing, with vendor technical support, internal programmers and staff; Understand 
system rules and the business processes to engage in critical thinking. 

Education and Experience 

Bachelor’s degree preferred with four years’ experience in benefits administration and working 
knowledge of Human Resources Information Systems is required.  Proficiency in Microsoft Access and 
Excel is required.  Experience with Oracle Advanced Benefits, implementation experience, and some 
programming experience is preferred.  A comparable amount of training and experience may be 
substituted for the minimum qualifications.  

Physical Requirements 

Must have the use of sensory skills in order to effectively communicate and interact with employees 
and the public using the telephone and personal contact as normally defined by the ability to see, read, 
talk, hear, handle, or feel objects and controls.  Physical capabilities to effectively use and operate 
various office equipment, such as, but not limited to, a personal computer, calculator, copier, scanner, 
and fax machine are necessary. Some standing, walking, moving, climbing, carrying, bending, kneeling, 
crawling, reaching, handling, pushing, and pulling required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential tasks. 

https://www.vbschools.com/employment/apply_now/salary_information
https://www.vbschools.com/employment/apply_now


 

  

Special Requirements 

Possession of a valid driver’s license and vehicle for transportation. Regular and reliable attendance is 
an essential function of this position.  

To be considered for this position, all candidates (internal and external) must submit a letter of 
interest, a resume, and complete the VBCPS online application. 

 


