
 

 

BENEFITS IMPLEMENTATION SPECIALIST 
 

ePay Business Solutions is a rapidly growing payroll service bureau centrally located in 
Auburn, Massachusetts. We take pride in learning our clients’ specific needs and 
implementing the appropriate solution for each company.  Every day, we live our core values: 
Strive for Excellence, Deliver a Great Experience, and Win as a Team. By doing so, we will 
all succeed together. We are currently recruiting for a Benefits Implementation Specialist. 
 
Position Summary 
As a Benefits Implementation Specialist, you will be responsible for coordinating with clients 
to ensure proper set up of their benefit plans within our systems.  You will serve as a liaison 
for our clients and the implementation team for all benefits-related matters and manage all 
carrier connections and benefits integration for clients from the testing phase through 
completion.   
 
Other duties include: 
• Provide exceptional customer service to our clients. 
• Process a variety of benefit plan information (COBRA, Retirement Plans, Flexible 

Spending Accounts, Medical, Dental and Vision Insurance, etc.) to ensure that the plans 
are established in our systems in accordance with the client’s summary plan descriptions, 
eligibility, and termination rules.   

• Coordinate with third party providers to ensure system requirements are met and 
integration of all system feeds are working efficiently. 

• Assist clients and the implementation team with Open Enrollment set-up and employee 
self-service implementation. 

• Support and train clients on all benefits processes. 
• Recommends improvements to system set-up and connections to enhance efficiencies. 
 
Qualifications 
A qualified candidate will have a Bachelor’s degree and 3 to 5 years in a benefits role. You 
will be an analytical thinker and have excellent problem solving and written and verbal 
communication skills. You must possess exceptional organization skills, be detail-oriented, 
be able to work independently, and manage your time to meet deadlines for multiple projects 
at once. Must possess the ability to deal with sensitive information and recognize the need 
for confidentiality.   
 
If this position sounds interesting to you, please forward your resume to hr@epaybiz.com. 


