
 

 

Job Title: Benefits Manager 

Reports to: Associate Director of HR 

Exempt Status: $95,000-$110,00/year commensurate with experience 

Community Initiatives | Oakland or Los Angeles, CA (Hybrid) 

About Community Initiatives 

Community Initiatives is a nonprofit service organization with offices in Oakland and Los 
Angeles, providing comprehensive fiscal sponsorship services to more than 160 nonprofit 
projects. Our services include tax-exemption administration, accounting and financial oversight, 
risk management and insurance, legal compliance, grants management, payroll, and human 
resources support. 

Our fiscally sponsored projects represent a wide range of nonprofit sectors—including arts and 
culture, education, environment, health, human services, and public affairs—and operate both 
locally in the San Francisco Bay Area and Los Angeles County, as well as across the United 
States. 

Community Initiatives is committed to strengthening the nonprofit sector by providing 
operational excellence, trusted partnership, and mission-driven support to organizations 
creating meaningful social impact. 

Position Summary 

Community Initiatives is seeking an experienced, strategic, and service-oriented Benefits 
Manager to lead the design, administration, and continuous improvement of our employee 
benefits programs including the 401k plan. This role is responsible for overseeing all aspects of 
benefits administration, ensuring compliance with applicable laws and regulations, supporting 
employee understanding and access to benefits, and partnering with vendors and internal 
stakeholders to deliver high-quality, cost-effective benefits solutions. 

This role also oversees leave of absence administration, including managing employee leave 
requests, coordinating with third-party administrators, ensuring compliance with federal and 
state leave laws, and supporting employees and managers through the leave and return-to-
work process. 



 

 

The ideal candidate is a knowledgeable and collaborative HR professional with deep expertise 
in benefits administration and Leave of Absence administration, exceptional attention to detail, 
strong analytical skills, and a commitment to delivering positive employee experience. 

This is currently a hybrid position based in Oakland or Los Angeles, California, requiring regular 
in-office presence of at least one day per week.   

Key Responsibilities 

Benefits Strategy & Program Management 

• Manage and administer Community Initiatives’ employee benefits programs, including 
medical, dental, vision, life insurance, disability, retirement (401k plan), LOA benefits, 
and wellness offerings 

• Evaluate current benefit offerings and recommend cost effective enhancements aligned 
with employee needs, organizational goals, and market trends 

• Partner with leadership, brokers, and vendors during annual renewal and open 
enrollment planning 

• Manage employee leave of absence requests, including leave coordination, compliance 
with federal and state leave laws, communication with employees and managers, and 
partnership with third-party administrators to support a smooth leave and return-to-
work process. 

• Analyze utilization trends, costs, and program effectiveness to support strategic 
decision-making 

Administration & Employee Support 

• Oversee day-to-day benefits administration, including enrollments, qualifying life 
events, terminations, billing reconciliation, and vendor file management 

• Monitor employee eligibility and ensure timely enrollment and coverage changes in 
accordance with organizational policy 

• Respond to employee questions regarding benefits plans, eligibility, enrollment, and 
claims resolution with professionalism and empathy 

• Develop clear and engaging employee communications related to benefits offerings, 
changes, and educational opportunities 

• Support onboarding and offboarding processes as they relate to employee benefits 
• Manage the annual open enrollment process and changes 

Compliance & Vendor Management 



 

 

• Ensure compliance with federal, state, and local regulations governing employee 
benefits, including ACA, COBRA, ERISA, HIPAA, FMLA/CFRA, Section 125, and retirement 
plan requirements 

• Maintain accurate plan documentation, notices, filings, and required disclosures 
• Manage relationships with brokers, carriers, third-party administrators, and external 

partners to ensure high-quality service delivery and cost efficiency 
• Partner with payroll and HR teams to ensure accurate deductions, reporting, and 

reconciliation of benefits-related data 

Reporting & Process Improvement 

• Prepare reports and analysis on benefits utilization, participation, and cost trends for 
senior leadership 

• Identify opportunities to streamline administration, improve employee experience, and 
enhance operational efficiency 

• Maintain accurate records and ensure integrity of benefits data within HRIS and related 
systems 

Qualifications 

• Bachelor’s degree in Human Resources, Business Administration, or a related field (or 
equivalent combination of education and experience) 

• Minimum of 5 years of progressive experience in benefits administration or benefits 
management 

• Strong working knowledge of employee benefit plans, compliance requirements, and 
industry best practices 

• Experience managing benefits vendors, brokers, and third-party administrators 
• Proficiency with Microsoft Office Suite and HRIS platforms; experience with Paylocity, 

Salesforce and Asana is a plus 
• Strong analytical, organizational, and problem-solving skills with exceptional attention 

to detail 
• Excellent written and verbal communication skills, with the ability to explain complex 

benefits information clearly and compassionately 
• Demonstrated ability to work independently while collaborating effectively across 

teams 
• Commitment to confidentiality, professionalism, and excellent employee service 

Why Join Community Initiatives? 



 

 

At Community Initiatives, your work supports organizations that are making meaningful change 
in communities locally and around the nation. You will join a mission-driven team committed to 
equity, collaboration, innovation, and operational excellence—helping nonprofits focus on 
what matters most: their impact. 

CI offers a comprehensive benefits package including: 

• Fully paid medical, dental and vision 
• 401k and 5% employer match 
• Basic life insurance, AD&D, STD & LTD 
• 4 weeks of paid vacation 
• 12 days of paid sick leave 
• 14 paid holidays 
• 4 floating holidays 

Equal Employment Opportunity 

Community Initiatives is an equal opportunity employer and gives consideration for 

employment to qualified applicants without regard to age, race, color, religion, creed, sex, 

sexual orientation, gender identity or expression, national origin, marital status, disability or 

protected veteran status, or any other status or characteristic protected by federal, state, or 

local law. We value a diverse and inclusive workplace. 

Application Instructions 

Interested candidates should submit a resume and cover letter at the link below: 

https://recruiting.paylocity.com/recruiting/jobs/Details/4169776/Community-

Initiatives/Benefits-Manager  

 

https://recruiting.paylocity.com/recruiting/jobs/Details/4169776/Community-Initiatives/Benefits-Manager
https://recruiting.paylocity.com/recruiting/jobs/Details/4169776/Community-Initiatives/Benefits-Manager
https://recruiting.paylocity.com/recruiting/jobs/Details/4169776/Community-Initiatives/Benefits-Manager
https://recruiting.paylocity.com/recruiting/jobs/Details/4169776/Community-Initiatives/Benefits-Manager

	Job Title: Benefits Manager
	Reports to: Associate Director of HR
	Exempt Status: $95,000-$110,00/year commensurate with experience
	About Community Initiatives
	Position Summary
	Key Responsibilities
	Benefits Strategy & Program Management
	Administration & Employee Support
	Compliance & Vendor Management
	Reporting & Process Improvement

	Qualifications
	Why Join Community Initiatives?


